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REVISIONS TO MANUAL 


The Manual has been designed to facilitate revision. 
Revisions will be in the form either of additional pages 
or of replacements for existing pages and each revision 
will be issued with an instruction page containing 
filing instructions and general comments describing the 
reasons for the main changes. 


Pages containing new or revised narrative or schedules 
will be identified by a change in the date. Additionally, 
a vertical line in the margin identifies the text most 
recently amended for those pages containing narrative. 


One set of the pages removed because of amendments 
inserted should be retained in each department for 


reference purposes. 


ENQUIRIES 


Questions regarding program content should be referred 

to the Board's Program Officer concerned. Questions or 
suggestions regarding the form of Program Forecast 
submissions and Estimates submissions should be directed 

to the Director, Expenditure Analysis and Estimates Division. 
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A GENERAL 


Big This Chapter describes the annual budgetary process and 
provides general guidance on the preparation of Program 
Forecasts. The principles of the budgetary system to 
which the Program Forecast and Estimates submissions 
relate are described in the Treasury Board "Planning 
Programming Budgeting Guide". 


25 The information in the Program Forecasts is required as 
a basis for the determination by Treasury Board of an 
optimum allocation of resources among the competing 
requirements for all programs in the New Year. This 
information is also important for improved overall 
government planning in subsequent years. The New Year 
allocation for each program, when approved by Cabinet, 
becomes the "budgetary level" for the department in 
preparing Estimates for the ensuing year. 


a) It would be unfortunate if the part the Program Forecast 
submissions play in determining the expenditure budget 
e for the New Year were to obscure their great importance, 
current and potential, in the development of longer term 
plans and priorities of the government. In these early 
years of the implementation of program budgeting, the 
Program Forecast submissions have been used in bringing 
to light the proposed general ovattern of future 
expenditures and in pointing up the necessity for 
reconsideration of the priorities and ensuing 
commitments that have established this pattern. The 
submissions have improved in their accuracy, in the 
program-activity structures around which they are 
prepared and in the quality of supporting data. Given 
continued improvement, the submissions will provide a 
major source of information for government planning. In 
addition, it should be possible to gain approval in 
principle on the*basis "of “the submissions to’ long-term 
plans, and for the Board to consider long-term 
commitments for the resources required to achieve such 
plans, given normal budgetary situations. 


4. The preparation of Program Forecasts has also proven to 
be of great value to the departments. Since the 
pressures imposed by current operations require so much 
of the attention of management, the problems of the 
future tend to be given lower priority. The preparation 

JQ of an annual Program Forecast forces attention on _ the 
coming years and provides a discipline in which the 
problems of the future cannot be ignored. 
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THE BUDGETARY CYCLE 


The budgetary cycle consists of a series of steps or 
events. Specific dates for each event will be 
established each year by Treasury Board, These will 
vary depending upon the parliamentary timetable. 
Departments will be informed of the exact dates and any 
special instructions in letters calling for the 
information to be submitted. The failure of any one 
department to honour the deadlines delays all other 
departments because final decisions cannot be made by 
the Board until total requirements are known. 
Therefore, lateness on the part of departments will be 
brought to the attention of the Ministers of the 
Treasury Board. 


Components of the Expenditure Budget 


The expenditure budget for a program consists of 
Operating expenditures, capital expenditures and grants 
and contributions expenditures and loans, investments 
and advances. It is made up of three elements: 


A budget - the New Year cost of carrying on the same 
level of service as in the Current Year 
(includes expenditures for operations, 
capital, grants and contributions and 
loans, investments and advances, as 
defined in paragraphs 42 and 43 of this 
Chapter). 


B budget - the cost of new services or the expansion 
of existing services (includes 
expenditures for operations, capital, 
grants and contributions and loans, 
investments and advances, as defined in 
paragraphs 44 to 46 of this Chapter). 


X budget - expenditures for operations, capital, or 
grants and contributions or loans, 
investments and advances it is decided 
will be discontinued or phased over a 
longer period of time than was previously 
approved (See paragraphs 47 to 52 of this 
Chapter). 


The expenditure budget is then equal to A + B- xX, 


It needs to be noted here, however, that when the 
Capital budget has been approved it will be distributed 
under certain rules between the A budget and the B 
budget. (See paragraph 23 of Chapter 2) 
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Timetable 


The following table sets forth the major events of a 
budgetary cycle and the approximate times of their 
occurence. The relationship of the fiscal years (Past, 
Current and New) in the full budgetary cycle is best 
illustrated by an example in which, say, an A_ budget 
concerning 1972-73 is submitted in January 1971. Then 
1970-71 is the "Past Year"; 1971-72 is the "Current 
Year"; and 1972-73 is the "New Year". 


Past Year 


October = Call te Lor, submission of A 
budgets, xX budgets and Capital 
budgets to the Treasury Board. 


January - Submission of A budgets and xX 
budgets (Revisions to the 
Capital budget would be 
received at this time as well. 
Capital budgets once esta- 
blished are to be updated 
quarterly in January, April, 
July and October of every year. 
See paragraph 31 of Chapter 2). 


February and March - Review of A budgets and X 
budgets by Treasury Board 
Secretariat and discussion with 
departments as necessary to 
enable the Treasury Board 
Secretariat to arrive at A and 
X budget recommendations to the 


Board. 

February and March - Determination of broad 
expenditure guidelines by 
Cabinet. 

March - Departments supplied informa- 


tion on expenditure guidelines 
to assist them in drawing up 
their B budgets. 


March - Call for submission of B 
budgets to Treasury Board. 
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Current Year 


May ~ Submission of B budget Program 
Forecasts. 
May - Review of B budget by Treasury 


Board Secretariat and discus- 
sions with departments as 
necessary. 


June and July - Treasury Board reviews A, B and 
X budgets with individual 
Ministers. Cabinet reviews the 
total expenditure budget (A+B- 
X) recommended by the Treasury 
Board and establishes budgetary 
levels. 


August - Departments informed of budget- 
ary levels to be adhered to in 
preparing Estimates. 


September - Call for submission of Main 
Estimates to Treasury Board. 


October - Submission of Main Estimates. 


December - Treasury Board consideration of 
Main Estimates. 


January - Cabinet consideration of Main 
Estimates. 


February - Tabling of Main Estimates. 

March - Procurement of interim supply 
on Main Estimates. 

New Year (Estimates Year) 

June - Procurement of full supply on 
Main Estimates. 

September - Call for Supplementary Esti- 
mates, if Supplementary Esti- 


mates necessary at this time. 


October - Receipt and review of Supple- 
mentary Estimates. 
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November and - Tabling of Supplementary Esti- 
December mates and procurement on 
supply. 

January ~ Call for Final Supplementary 


Estimates. 


February - Receipt and review of Final 
Supplementary Estimates. 


March - Tabling of Final Supplementary 
Estimates and procurement of 
supply. 

Guidelines 


Given the inevitable inadequacy of available financial 

resources to finance all the proposals that departments 

might make for expansion of or improvement in existing 

activities or for undertaking new ones, it is essential 

that the available financial resources be directed to 
the highest priorities of the government. Accordingly ¢ 
the Cabinet expresses its priorities in terms of broad 
"guidelines" to be observed by the Treasury Board and 

its Secretariat in reviewing departmental Program 

Forecasts. It is intended that these guidelines will be 

made available to departments sufficiently early to be 

of use to them in deciding what to include in B_ budget 
submissions. 


Budgetary Levels 


As the timetable above shows, the Treasury Board 
Secretariat review of A budgets and X budgets will take 
place in February and March. A, B and X budgets will be 
reviewed by the Treasury Board in June and July in the 
light of the guidelines established by Cabinet. 


The schedule makes provision for a meeting of the 
Treasury Board with individual ministers. Officials of 
departments will be informed of the recommendations made 
to the Treasury Board by its staff. iryeorder="to 
facilitate the work of the Board, any minister who 
wishes to discuss any objections he has to the Treasury 
Board staff recommendations is requested to write to the 
President of the Treasury Board a "Memorandum of 


Objection" detailing the points on which he is in 
disagreement with the recommendations and specifying the ¢ 
amounts involved. This will ensure the most effective 


use of the time of the minister and the Board when the 
meeting between them takes place. The memorandum should 
be received by the President of the Treasury Board at 
least 48 hours in advance of the time at which the 
meeting with the minister has been scheduled. 
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12.| The A, B and X budgets for each program will be 
consolidated into a recommended expenditure budget for 
presentation to Cabinet in July. The Cabinet will be 
asked to set budgetary levels by program or program 
element and the Secretariat of the Board will convey the 
Cabinet decisions on these levels to the departments in 
August. 


13.| The letter conveying the decision of Cabinet on 
budgetary levels for a program will also record the 
items approved by Cabinet for inclusion in the B budget. 
Some items will be noted as representing an explicit 
Cabinet decision and Departments will be expected to 
seek Board approval before adopting a different resource 
allocation to such items from that approved by the 
Cabinet. 


Detailed Budgeting 


14,{| The approved plans and budgetary levels will then be 
translated by departmental management into levels for 
D each manager assigned budgetary responsibility. Each 
manager will review his plans in the light of the 
resources allocated to him. The result will be a 
detailed budget in terms of objects of expenditure for 
each activity for which a manager is responsible. These 
first level budgets will be progressively consolidated 
to determine the total resources needed at each 
organizational level and the purposes for which the 
funds are required. The detail of higher level budgets 
will be expressed in terms of the activities to be 
carried out, responsibility centres, and objects of 
expenditure. 


15. ] Plans and budgetary levels agreed to at the time of the 
Program Review will not always stand up when tested in 
this detail. Where this is true, departments will be 
expected to first reconsider their own internal 
priorities with a view to staying within the budgetary 
levels to which they are committed before asking that 
they be raised. 


Main Estimates 


16. | The product of this detailed budgeting will be the Main 

Estimates submission to Treasury Board, which will set 

eo) forth the spending authority requested from Parliament 
for the New Year. 
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| Supplementary Estimates 


Supplementary estimates will arise either because of 
poor planning or because of unforeseen events. Items to 
be included in supplementary estimates have to _ be 
approved by the Treasury Board and should be submitted 
at the time the department becomes aware of the need for 
them rather than delayed until supplementary estimates 
are called. 


Classification of Expenditures 


The budgetary system is designed to permit information 
to be provided for a variety of users and purposes = not 
only to managers within departments, to Treasury Board, 
and to Parliament, but in addition to a=,number of 
agencies, public and private, who need information on 
the government sector of the economy. To meet these 
information needs, expenditures must be classified in a 
number of ways in the departmental accounts. 


There are three major classifications of expenditures @ 
called for in this Manual: 


- a classification by activity which identifies 
the purposes for which funds are to be spent; 


= a classification by responsibility centre 
which identifies who is to spend the funds; 
and 


- a classification by standard object which 
identifies the nature of items on which 
expenditures are to be made. 


ee aS 


'Each type of classification is discussed in greater 
| detail below. 


| Classification by Activity 


20.} A classification by activity provides a breakdown of 
program costs into the main operations which need to be 
carried on to achieve the program objectives. More 
complete advice on the determination of program-activity 
structures is given in Chapter 2 and Chapter 3 of the 
"Planning Programming Budgeting Guide". 


Classification by Responsibility 


a1 Wel a classification by responsibility centre, 
expenditures are classified according to the managers 
who are directly and primarily responsible for expending 


the funds provided. Classification of estimates by 
organizational unit is basic to managerial control. 
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22.| This responsibility concept is most significant at the 
level of prime responsibility; that is, the level where 
the expenditure is actually made. As data are 
successively consolidated and summarized, identification 
of responsibility becomes progressively less significant 
for making budgetary decisions and a classification of 
budgetary information on expenditures by activities 


becomes more vital. Responsibility classifications, 
however, retain significance for expenditure control 
purposes. 


23.| In assessing the adequacy of a responsibility structure, 
the following tests may be applied: 


ee the responsibility classification should 
correspond to the official lines of authority 
in the departmental organization; 


- budgetary responsibility should be delegated 
to the same extent as financial and 
operational authority; 


® - financial responsibility should be delegated 
only. to the, degree that it contributes to 
operational flexibility; and 


= higher levels of responsibility should not 
include amounts in their budgets to compensate 
for poor planning of subordinates. | 


Classification by Object of Expenditure 


24.] In an object-of-expenditure classification, expenditures 
are Classified according to the objects or inputs: - 
goods, services, equipment, etc. - which are purchased | 
for the operations of the program. At the prime level 
of responsibility, the manager who makes expenditures 
must identify his requirements in terms of the goods, 
equipment and services that he requires. He must know 
what goods and services he needs to buy, when and where 
he needs them, and where and how they can be obtained if 
he is to perform his assigned tasks. 


25.| Like responsibility information, object-of-expvenditure 
information becomes progressively less useful in meeting 
the needs of higher levels of management. However, 
object-of-expenditure information is of value for budget 
2D review at the total government level because of the 
information it provides on the aggregates of many 
decisions at lower levels and their effect on the 

national economy. 
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PREPARATION OF PROGRAM FORECASTS 


Planning is first and foremost a higher management 
activity that should encompass at least a program in the 
context of PPB. Other levels of management are involved 
in providing input to the planning process through 
participation in the continuous dialogue within 
headquarters and between headquarters and regions. 
Program Forecast submissions should be put together from 
the "top down", and not from the “"DOLTOM ... UD”. 
Unfortunately submissions in recent years have more 
commonly followed the latter pattern instead of the 
former. 


This is evident from the characteristics of many of 
these submissions. Some are of extreme length, and deal 
with inappropriately small operations or collections of 
operations. Many pages of some submissions are devoted 
to explaining the need for one or a very few employees 
for some relatively minor operation in the program. 


It would appear that the call for the Program Forecast 
submissions by Treasury Board often results in a call by 
the departmental headquarters to each branch, a call in 
turn by the branch to the division, the division to the 
section, etc. As a result the final submission to the 
Board consists of a large number of small  sub-activity 
forecasts independently prepared and summarized in the 
Program Memorandum into a total forecast. it.dis, bmest 
unlikely that in such a process program objectives will 
be well defined, activities will be structured to meet 
these objectives, alternatives will be weighed, and the 
most desirable alternatives chosen. 


A method of preparing an overall program forecast 
submission through consolidation of separate submissions 
prepared in the responsibility centres is likely to 
result in the emergence of an activity structure that 
conforms with the responsibility structure and this 
often is not the best activity structure. The detailed 
work of preparing submissions should be carried on at 
headquarters or at least closely co-ordinated there so 
that the submission which emerges is likely to be a 
product of unified planning. 


It may be a department's preference to seek extensive 
written input along the formal lines of the Program 
Forecast submission but where this is done, the final 
submission to the Board should be compressed to 
represent a composite program forecast or overview with 
each issue being given only the space it merits relative 
to the whole. It should be understood that there are 70 
to 80 agencies making submissions and those of excessive 
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length result in thousands of pages of input to the 
Treasury Board Program Review. In the nature of things, 
much of the input in detailed submissions cannot be 
properly assessed in Program Review. Submissions that 
describe proposed departmental programs and activities 
clearly and concisely are more likely to effect Treasury 
Board recommendations on resource allocation. 


Program-Activity Structures 


The program-activity structures, statements of 
objectives and sub-objectives require formal approval by 
the Treasury Board. These structures, statements of 
objectives and sub-objectives should be worked out co- 
operatively by departmental officials and officers of 
the Program Branch. 


It is quite likely that experience with a particular 

program structure, particularly the first one adopted, 

may show the structure to be inappropriate or inadequate 

and it is therefore accepted that the structures may 
require modification from year to year. And of course, 4 
program budgeting should have flexibility in its 

application so that new objectives leading to new 

programs and activities will be expected to emerge. On 

the other hand, since there are some advantages in year 

to year continuity, there should be a strong case _ to 

change a structure before a change is made. It would be 

expected that programs would have a relatively longer 

life span than the individual activities making up the 

programs. 


With the new form of the Estimates the parliamentary 
appropriation structure and the program structure have 
been brought into greater accord. In the main, one vote 
is shown for each program with the traditional vote 
types (operating expenditures, capital expenditures and 
grants and contributions) being shown as sub-votes. The 
exceptions to the one=-program-to-one=-vote convention are 
detailed in Chapter 4. 


Activity Detail 


In order that the content of an activity may be 
understood, the schedules exemplified in Chapter 3 call 
for a breakdown of proposed dollar and manpower levels 
within activity - a breakdown in terms of "elements", ¢ 
In particular instances the elements will correspond to 
sub-activities in that, except as to size, the elements 
will have all the attributes stipulated for an activity 
in the PPB Guide. In other cases the breakdown into 
elements may not be of this’ kind. For instance, an 
elemental breakdown of an activity which includes major 
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grant items would have to give prominence to these | 
grants The particular elemental breakdown to be used 
for each activity should be discussed by departmental 


officials with the appropriate officer of the Program 
Branch. 


Administrative and Support Programs and Activities 


35.| As stated in the PPB Guide, the Board does not at this 
time require or encourage the pro rata assignment of the 
cost of administrative or support activities to the 
programs and activities they serve. In other words, 
administrative and support programs and activities are 
to continue to appear in the program-activity structure. 
In this context Administration is as defined in Appendix 
C, paragraph 3 of the PPB Guide. However, information 
on the relative burden placed on administrative and 
support programs and activities by the other programs 
and activities should be presented where it will 
contribute to the understanding of the department's 
8 requirements. 


Definition of the Capital Budget 


36.| The Capital budget is a continually updated record of 
approved and proposed capital projects whose cost is 
$250,000 or more, setting forth financial requirements 
and appropriate explanatory material. It covers a six 
year span, that is, the Current Year, the New Year and 
the 4 subsequent years. 


37.| The Capital budget forms part of the overall expenditure 
budget in that it contains projects which will fall 
under the A budget and others which will fall under the 
B budget. The distinction between A and B capital 
budget items is brought out in paragraph 23 of Chapter 
2 which describes the form to be followed in completing 
a Capital budget submission. 


38.) Capital expenditures are defined as all expenditures 
associated with the construction or acquisition of 
assets, not excluding such items as the pay of a 
department's own forces engaged in the construction of 
a project and the cost of material from a department's 
stores and the services of consultants going into the 
project. Capital then covers all expenditures 

.) chargeable to standard objects 08 and 09 and, 

¥ occasionally, expenditures chargeable to object 01 

(salaries and wages), object 04 (professional services) 

and object 07 (materials and supplies). 


39.| The term “project" as used herein refers to parcels of 
land, buildings, works or pieces of equipment and to the 
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major alteration or modification of the same. The term 
also refers to groups or series of parcels of land, 
buildings, works or pieces of equipment which should be 
considered for approval at the same time. 


Where a large project falls naturally into two or more 
discrete stages, each stage should be presented as a 
project and the various project stages distributed as 
appropriate under the headings described in paragraph 23 
of Chapter 2. This practice is to be followed where the 
project is of the nature of, say, an airport which may 
be brought into initial use after one stage and 
increased to full capacity in further stages. It is 
also to be followed where a project involves, say, the 
development of a piece of equipment and the stages are 
the feasibility study, the development of a prototype 
and then actual production. In these cases the names 
given the stages and the explanations that follow the 
listings should make apparent the relationships of the 
stages. 


The term "cost" as used herein means the total estimated ¢ 
Capital expenditures to be incurred over the years 
towards the completion of a project. It includes 


expenditures for site preparation, where applicable, and 
all other expenditures, such as’ salaries, consultants’ 
and legal fees, materials and supplies, incurred 
specifically for the project. 


Definition of the A Budget 


The A budget for a program would be made up in the 
following way. 


To: (a) Current Year Main Estimates, exclusive of 
Capital. 


Add for operating expenditures, capital expenditures and 
grants and contributions expenditures as applicable: 


(b) Supplementary Estimates items which involve 
amounts that would recur in the New Year. 


(c) Increases in, statutory payments of a kind that 
cannot be avoided short of amendments to the 
governing legislation. 


(d) Provision to meet non-discretionary increases 
in the quantity of service the program 
properly ought to provide because of such 
things as the growth in size of the client 
"population" for the service. These increases 


43. 
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would do no more than maintain the quality of 
service at present levels. 


(e) Allowance fOr general salary increases 
(including increases for staff excluded from 
bargaining as well as increase expected to 
arise out of collective bargaining). The 
allowance is to be a percentage designated by 
Treasury Board. 


(f£) Allowance for the costs of promotions, 
reclassifications and merit increases, the 
allowance again being a percentage designated 
by Treasury Board. 


(g) Allowance for specific increases in prices. 


(h) Costs associated with implementing specific 
Cabinet decisions where such costs are not 
already built in above. 


(i) Adjustments (positive or negative) for changes 
in revenue credited to the vote. 


(3) Provision for A budget cavital 
Subtract: 


(k) Costs of services being discontinued, costs of 
non-recurring grants and contributions, and 
savings through specific productivity 
increases. 


Add Non=-Budgetary Items: 


(1) Non-budgetary items (loans, investments) and 
advances) approved by Cabinet. 


Some comments are offered on each of the factors listed 
above. 


(a) This will be the Current Year Main Estimates 
budgetary amounts exclusive of capital. 


(b) Supplementary Estimates - At the time of the 
submission of A budgets in January, there will be 
Final Supplementary Estimates items approved for 
the Past Year and others foreseen for the Current 
Year. To be included in the A_ budget, the 
supplementary estimates items must be of a 
continuing nature to meet some requirement that 
will continue to hold in the New Year and not of a 
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one-time nature such as are sometimes necessitated 
by emergency and non-recurring situations. 


(c) Statutory Payments - In most cases, a department 
has no discretion as to the level of a particular 
statutory payment since that level is dictated by 
the provisions of an act of parliament. Ina few 
instances, the provisions of the governing act 
allow administrative discretion and in these latter 
instances the additional amounts proposed for the 
New Year over that approved for the Current Year 
are not to form part of the A budget. 


(d) Quantity increases - Costs of operation for a 
program may increase from year to year because the 
quantity of service is dictated by external 
factors. For instance, more families with children 
means more family allowance cheques. Inclusion of 
funds in the A budget because of quantity increases 
must be clearly supported, preferably by meaningful 
volume and quantity indexes. Improvements in the 
quality of service, however desirable, belong in 
the B budget. ¢ 


(e) &€ (£) Allowance for general salary increases etc. - 
The letter from the Treasury Board Secretariat 
calling for the submission of the A budgets will 
specify a percentage allowance to be used for 
increases in the costs of salaries expected to 
arise out of collective bargaining and another 
percentage allowance for the increases in the cost 
of salaries because of promotions, 
reclassifications and merit increases. 


(g) Price increases - Specific, identifiable price 
increases only are to be taken into account and no 
general allowance for general price increases is to 
be made. (Given that there is provision for salary 
increases and unavoidable increases in statutory 
items and that most recent engineering estimates 
are to be used in costing capital items, the 
general price increases being left out of the 
expenditure budget relate mainly to goods and 
services. It is expected, however, that there 
should be a continuing improvement in productivity 
within programs. Since no deduction is made from 
expenditure budgets for general productivity 
increases, this should compensate for the lack of $ 
provision in the budgets for general price 
increases.) 


(h) Cost of implementing specific Cabinet decisions - 
In the course of the year, from one year's 
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Estimates to the next and outside of the formal 
exercise of determining the expenditure budget, the 
Cabinet may decide on some new operation, or grant, 
or contribution. In so far as these decisions 
carry with them a clear commitment of funds, the 
funds are to be included in the A budget. Only 
specific decisions, involving clear commitments are 
relevant here; approvals in principle that may or 
may not result in specific decisions to take action 
are not relevant in this context. Frequently 
Cabinet decisions make the provision of funds 
subject to the approval of Treasury Board and when 
they do, the amount approved by the Board is the 
amount to be used. 


(i) Increases or decreases in fees and charges or 
changes in the volume of business where fees and 
charges are made will affect the amount of revenue 
credited to the vote. The net decrease or increase 
for the A budget level of operations is to be 
entered here. 


(j) A budget capital - The distribution of the Capital 
budget between A budget and B budget is explained 
in Chapter 2. 


(k) Deductions - For a variety of reasons, a_ service 
may cease to be required or a grant or contribution 
May cease to be payable. The associated costs for 
the Current Year are to be deducted in arriving at 
the A budget of the New Year. In addition, more 
efficient operation may lower the cost of providing 
the Current Year level of service and the decrease 
in cost is also to be deducted in arriving at the 
A budget. 


(1) Loans, investments and advances programs approved 
bys) Gabinet.~for;, av )éuture, ~year, «belong jin’ the A 
budget. 


Definition of the B Budget 


44u,] The B budget consists of all amounts provided to improve 

the quality of service, to extend the application of the 

program or to finance new programs and new capital 

oO) projects. The B budget is an increment, an amount over 
and above the A budget. 


45.) With a common understanding of the definition of the A 
budget given above, each department and the Treasury 

. Board Secretariat should come to ready agreement as_ to 
the amount of the A budget for a program. 
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However, the departmental B budget will contain all the 
plans and expectations of a department for growth in its 
programs either through extension of activities or 
through the introduction of new activities. Treasury 
Board will select and propose items based on Cabinet's 
broad priorities and on an evaluation of the relative 
merits of the departmental proposals. 


Definition of the X Budget 


The description of the way in which the A budget is to 
be derived may seem to imply an uncritical, automatic 
acceptance of the entire content of existing programs 
and activities. What the description is meant to imply 
is a realization that it is not possible for the 
Treasury Board to completely re-examine each year, year 
in and year out, the contents of every program and 
activity. 


However, consistent with this approach to the A_ budget, 
departments and agencies are asked to submit an X budget ;, 
in respect of the programs which fall within their ¢ 
respective jurisdictions (the letters from the Treasury 

Board calling for program forecast submissions may 

designate certain programs as being excepted from this 
requirement). An X budget consists of the costs of 

services or operations which it is suggested might be 

eliminated or reduced in size or postponed, the services 

or operations or grants and contributions chosen for 

this treatment being those of lowest priority relative 

to the objectives of the program and the priorities of 
government. The X budget is a decrement to the A 

budget. 


An xX budget submission is to consist of specific 
proposals in which each item of expenditure proposed as 
a candidate for elimination or reduction or postponement 
is clearly identified. If regulations have to he 
amended so as to, say, eliminate some service the 
regulations should be named and the amendment 
stipulated. The departmental priority attached to each 
of two or more X budget items should be indicated. 


If legislation has to be amended to render feasible the 

inclusion of an item in an X budget this should also be 

brought out in the analysis and the nature of the 

amendment should be stated. Given the pressures on the é 
legislative calendar an xX budget item requiring 

legislative action for its implementation may have to be 

projected to have first effect in the second year of a 

forecast period. 
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5l.| Finally, the analysis should deal objectively with the 
implication of putting each proposed X budget item into 
effect. The outline of such implications should explain 
the price to be paid, that is the loss in benefit that 
would have to be accepted, the nature of the loss and 
who would suffer it. This could be a certain sector of 
the population now receiving a grant or a specified 
service. One example that could be offered is the 
cancellation of postal service on Saturdays that took 
place in early 1969 and has involved adjustments for the 
general public. Other examples from the recent past are 
the cancellation of the Queen Elizabeth telescope and 
the cancellation of the Winter Works Program, the one 
involving a possible future decline in Canadian 
competence in a scientific field and the other removing 
a source of funds’ for the relief of, seasonal 
unemployment. 


52.| To take a hypothetical case, suppose a program that 
provides a service to a segment of the public through a 
network of regional and local offices. The analysis 
t could identify a certain number of offices that serve 
small areas and a small clientele. The analysis would 
list these offices and point out that their closure in 
the New Year would effect, say, a net 12 per cent 
reduction in total program costs if the workload were 
directed to other, larger offices. It would be made 
clear that some inconvenience would be caused to the 
clients who would have to rely on the mails or to travel 
further to receive the service they now are able _ to 
obtain locally through calls to the offices that would 

be closed. 


Accommodation Requirements 


53.4 As a prelude to ‘the: .antroduction of (the policy of 
charging departments for space used and the provision of 
funds in programs for this purpose, departments are 
required to include a schedule on space requirements for 
each program classified by type. (These data are being | 
used at present to forecast and plan space 
requirements). This schedule is to summarize space 
requirements for the Past Year, the Current Year and the | 
three subsequent years (NY to NY + 2) under broad 
location categories. Departments should have in their 
possession back up material on buildings and location by | 
> program to support these summary data. 
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MEASURES OF WORK LOAD AND MEASURES OF EFFECTIVENESS 


Departments should attempt to isolate for each activity 
a small number of key factors that reflect the volume or 
quality or desirability of the service being provided by 
the activity. These key factors may be measures 
relating to work load or measures of effectiveness. 
Properly chosen measures used in Program Forecast 
submissions could be of great assistance in making clear 
the essential aspects of activities and programs and in 
arriving at decisions on an optimum allocation of 
resources. 


In some simple activities a work load measure, such as 
the number of licenses issued, could serve very well as 
the basis for a discussion of the trend of costs in 
relation to volume. Comparison to an accepted standard 
for a particular work load measure makes it more 
valuable since it becomes a measure of relative 
efficiency. To go further, the licensing activity may 
Or may not be the best way in which to achieve program 
objectives. If the licensing activity is designed to 
reduce the frequency of some undesirable occurrence, a 
measure of effectiveness would show the number of 
occurrences relative to some planned objective. © 


Any measure of effectiveness of the activity or program 
should be based on an objective of the program. 


CHAPTER 
2 


PROGRAM FORECAST 


INSTRUCTIONS 
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A INTRODUCTION 


l. This Chapter describes the procedures to be followed by 
departments and agencies in preparing their annual program 
forecasts for each of the A, B and X component budgets and 
in preparing Capital budgets and the quarterly revisions 
of Capital budgets. 


Significance of Illustrations 


Ze Chapter 3 of the Manual contains illustrations of the 
application of the procedures described here. These 
illustrations are meant only to illustrate, that is, to 
show the way the forms should be used and to show the 
preferred structure of explanations. They are not meant 
to present models of good programs and activities or of 
the kinds of explanations that would justify expenditures. 


3% Departmental subject matter has been drawn upon for the 
illustrations but in no way is the use of this subject 

@ matter meant to imply approval by the department or 
departments concerned of the statements made about the 


subject matter. 


Terminology 


4, For the sake of brevity, the term departments will often 
be used for departments and agencies. Since the normal 
Situation is to have one vote for one program and to treat 
operating expenditures, capital expenditures, and grants 
and contributions expenditures as sub-votes, the term sub- 
vote will be used throughout to refer to these types of 
expenditures even though in some programs separate votes 
are required according to the instructions given in 
Chapter 4, 


SS 
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GENERAL INSTRUCTIONS 


Numbering and Dating of Pages 


All memoranda and schedules are to be numbered in sequence 
by pages within each program. The table of contents 
required at the front of each program should show the date 
of the Program Forecast submissions. The other pages and 
schedules in the original submission need not be dated. 
All memoranda and schedules that amend or add to an 
original submission should be so identified and dated. 


Standard Forms 


Five standard forms will be used to prepare the various 
Program Forecast submissions. The five forms are as 
follows: 


Form for presenting narrative information - TB320-23 
Form for presenting financial data - TB320-24 
Form for presenting manpower data - TB320-25 
Form for presenting Capital budgets - TB320-55 
Form for presenting both financial and 
manpower data deriving the A, B and X budget 
components - TB320-56 


Several sets of these forms will be supplied each year by 
Treasury Board and departments will use these sets to 
reproduce their own supply. 


Multiple-Page Schedules 


When the information to be put in a schedule is too long 
to be presented on one page: 


- indicate in brackets as part of the subject heading 
which page it is and how many pages there are (page 
TROL 3) 3 

- total all of the columns on the first page and enter 


"Carried forward" opposite the column totals in the 
description column; 


- repeat heading of first page on subsequent pages; and 
- enter "Brought forward" in the description column and 


enter the column totals from preceding page in the 
columns on new pages. 


10. 
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Column Headings 


The schedules to be prepared for the Program Forecast 
submissions require information to be submitted for five 
years for A,'B and X budgets (PY to NY + 2) and for seven 
years for the Capital budget (PY to NY + 4) which are 
defined as: 


- CY (Current Year) refers to the year for which Main 
Estimates will have been most recently submitted. 
Financial data required under CY columns are the 
forecast expenditures for the full year which may or 
may not equal the Main Estimates for CY. 


= PY (Past Year) refers to the year preceding CY. 
Financial data required under PY columns are the most 
current expectation of expenditures that will be 
reported in the Public Accounts. 


- NY (New Year) refers to the year following CY and is 
sometimes referred to as the Estimates Year. The 
meaning of NY+l to NY+4 will be obvious. 


Narrative Information 


Narrative information is to be expressed in clear and 
Simple language. The content of supporting narratives 
must obviously be left to the judgment of those justifying 
financial requirements, but it would be helpful if: 


- narrative statements were brief and factual; 

- tables were included in the body of the narrative 
where they would shorten and improve the 
presentation; 

oe: headings were used to indicate clearly the purpose of 


each part of the narrative; 


- specific quantitative data were used where possible; 
and 
= narratives were cross-indexed to the schedules. 


When narrative information extends to more than one page, 
indicate in brackets as part of the "subject" heading the 
page and how many pages there are (page 1 of 5). 


ll. 


12. 


L3s 


14. 


Loe 


16. 
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Allowance for Changes in Price Levels 


Different practices are to be observed for each of: 
Salaries and wages, materials and supplies, capital and 
grants and contributions. 


For salaries and wages, and for NY to NY + 2, a percentage 
allowance is to be made in each year for general salary 
increases and another percentage allowance is to be made 
in each year for promotions, reclassifications and merit 
increases. The percentage allowance for promotions, 
reclassifications and merit increases to be used will be. 
designated by the Treasury Board. The allowance for 
general salary increases will be based on rates announced 
as a result of collective bargaining, or where no 
announcement has been made the percentage rates to assume 
will be designated by the Treasury Board. 


For materials and supplies, only specifically announced 
price increases are to be taken into account. No 
percentage allowance for general price increases is to be 
made. 


For capital, the most recent engineering estimates are to 
be used for NY to NY + 4. Again, allowances for general 
price increases are not to be added. 


For grant and contribution items, the best estimates 
taking into account all relevant factors, population 
changes, changes in program content and level, established 
growth trends, etc. should be used to produce accurate 
costs for NY to NY + 2. No additional allowance is to be 
made for general price increases that represent in effect 
the declining purchasing power of the dollar. 


Manner of Submitting to Treasury Board 


Five copies of each submission are required by Treasury 
Board. Submissions are to be forwarded to the Board in 
standard 8" x 11" binders which permit easy insertion of 
amendments and of subsequent B budget submissions by 
Treasury Board staff. If departments will supply their A 
and X budget submissions to the Treasury Board in binders 
in January, the B budget submission in May need not be 
bound since it can be combined with the earlier A and X 
budget submissions in their original binders. Since 
capital budgets will need continual updating, it is 
suggested they be forwarded to the Board originally in 
standard binders which will permit easy insertion of 
updated submissions by Treasury Board staff as required. 
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The Department of Supply and Services has available a 
three-ring smooth finish black vinyl binder with a 1 inch 
depth (catalogue stock number 7510-21-845-1044) and a 
corresponding binder with a 2 inch depth (catalogue stock 
number 7510-21-845-1042). The binding edge portion of 
each binder should be marked with Program Forecast, Year 
and Departmént identification. (For instance, the Year 
1972-73 would be shown for the forecast period 1972-73 to 
1974-75). 


18. 


Ie 


20. 


al. 


22. 


23. 
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THE CAPITAL BUDGET SUBMISSION 


General Information 


This section outlines the procedures to be followed by 
departments and agencies in preparing their Capital budget 
submissions for Treasury Board. As brought out in 
paragraphs 36 to 41 of Chapter 1, the Capital budget is to 
be a continually updated record of approved and proposed 
capital projects. 


A separate Capital budget submission is required only when 
there are projects meeting the $250,000 or more cost 
criterion. A separate Capital budget submission is not 
required - and "nil" returns are not necessary <- when 
there is no project in the program whose cost is $250,000 
or more. When a department has capital expenditures and 
is not required to prepare a Capital budget submission 
according to the above, these capital expenditure 
requirements will be incorporated directly in the regular 
A and B budget submissions. 


The Capital budget submission is composed of a listing of 
projects at the activity level with supporting narrative 
material and a program summary by activity. 


The general instructions contained in Section B of this 
Chapter will apply to the preparation of Capital budget 
submissions. 


Program Capital by Activity (Example page 3.03 and 3.05) 


A summary is to be prepared for each program showing by 
activity the A budget capital, the B budget capital and 
the activity total as well as similar entries for the 
program as awhole. The activity data should agree with 
those reflected on each "Activity Capital by Project" 
schedule and any projects that have not been distributed 
to the activities will be entered in this summary (refer 
to paragraph 30 of this Chapter). 


Activity Capital by Project (Example pages 3.07 - 3.138) 


A listing of capital projects costing $250,000 or more is 
to be prepared for each activity under four headings. In 
order to assist in breaking out the Capital budget as 
between those parts belonging in the A budget and those 
belonging in the B budget, projects are to be presented 
under the headings which follow. 


moe ee 
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(a) 


(b) 


(c) 


(d) 


A BUDGET 


Projects in progress or contracts let. 


Projects listed under this heading are those under 
way or for which contracts have been let to the end 
of the quarter for which the report is concerned. 
(For example, the report to be submitted at the end 
of January would contain projects in this status as 
at December 31.) 


Contracts to be let next quarter. 


Projects listed under this heading are those for 
which contracts are expected to be let during the 
next ensuing quarter. (Given the example in (a), the 
months involved are January, February and March.) 


Other projects in CY Estimates. 


Projects listed under this heading are those which 
are included in the project listings of Current Year 
Main Estimates and are not already shown under either 
(a) or (b) above. (Given the example in (a) and (b) 
the months involved would be April to March of the 
following year - i.e., the full Current Year. In 
subsequent reports projects would move from under 
this heading to (b) and then to (a). In the June 
report, for example, projects under this heading (c) 
would be only approved projects to be started in 
October to March of the Current Year). 


B BUDGET 


Projects planned for NY to NY + 4, 


Projects planned to start in the New Year and the 
four subsequent years are to be listed by year and, 
within this grouping, in descending order of priority 
set by the department. Where a department has a 
large number of capital projects, they may be listed 
in groups in general order of priority. Projects 
planned for the New Year will normally receive 
program approval when the budgetary levels for this 
year are conveyed to departments at the end of 
August. These projects will not be transferred from 
under this heading to (c) above until the report for 
December. At this same time all the data will have 
to be brought back one year, e.g., NY+l figures will 
have to be moved to the NY column, etc. 


@ 


24, 


225 


26. 


27. 


28. 
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30. 
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Where there is a requirement for a separate Capital budget 
submission - see paragraph 19 above - and where there are 
one or more items of capital expenditures whose costs are 
less than $250,000, these should be listed in groups 
identifying their nature. There could, for example, be an 
entry for automobiles under some 60,000 mile replacement 
program and another entry to cover the regular replacement 
of communications equipment. These should be entered 
after the three A budget headings and after the fourth or 
B budget heading, as appropriate, under a separate heading 
of "Projects under $250,000". 


The applicable minute number should be shown in brackets 
for projects that have received Treasury Board approval 
through a separate submission to the Board, 


Totals by year should be provided for each of the A budget 
capital, B budget capital and the entire Capital budget. 
Sub-totals by the main headings should be provided if 
warranted by the number of projects listed. 


In instances where departmental personnel are engaged or 
will be engaged in capital projects, the manpower data 
that would otherwise be shown on the "Activity Manpower" 
schedule will be shown as_ part of this schedule. The 
manpower data required on a total man-year basis should be 
identified by capital projects if possible and listed in 
the order shown for the financial requirements. This 
requirement for manpower data is not illustrated. Man- 
year requirements should be shown by year broken out 
between A budget, B budget and total. 


Each project listed in the "Activity Capital by Project" 
schedule is to be supported by narrative explanations. To 
assist reference from the listings to the explanations, 
all entries in this schedule should be numbered, starting 
with number one, and the corresponding paragraphs of 
explanation given the same numbers. 


The listings are to be made on the form for presenting 
Capital budget financial data (TB320-55) and the 
explanations on the form for narrative information (TB320- 
25 )i6 


There will be instances where projects cross activity 
lines and the listing by activities will be inappropriate. 
In such instances a listing at the program level only will 
have to suffice with relationships to the activities being 
covered to the degree necessary in the explanations. 


S's 


32. 
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Updating of Capital Budgets 


Capital budgets once established are to be updated 
regularly. A submission is required every quarter, at the 
end of the first month of the following quarter, that is: 
January 31, April 30, July 31 and October 31. 


It should be evident that the placing of projects within 
Current Year, New Year, etc. will depend upon the point 
in time at which these are viewed and that eventually 
items shown as NY would become CY, etc. Since it is the 
December Capital budget (submitted by January 31) that is 
to be used in completing the A and B budget submissions, 
the column headings CY, NY and NY+l to NY+4 used in the 
December report will be maintained in subsequent updating 
reports until the next December report at which time the 
data under each column will be transferred back one year, 
excepting that those for CY will become part of "Cost to 
End of PY" and new data for NY+4 will be added. 


The same format and conventions as set out in this Section 
will be followed in updating the Capital budget, with the 
exception that only new projects and revisions to existing 
items including changes in total costs will require 
explanations. Explanations which do not require revisions 
will not have to be repeated. Projects added to the 
listing should be assigned the next consecutive numbers 
until number 999 is reached at which time the numbering 
system will revert to one. 


e 


@ 
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THE A BUDGET SUBMISSION 


General Information 


This section contains the procedures to be followed by 
departments and agencies in preparing their A budget 
submission for Treasury Board in accordance with the 
general principles outlined in Chapter 1. 


The A budget submission for each program is to consist of 
a program memorandum and schedules summarizing the dollar 
and manpower requirements for the activities within the 
program. For each activity in the program, there is to be 
schedules to show the dollar and manpower requirements 
within the activity by program element and an activity 
memorandum. There is also to be for each activity a 
schedule showing the derivation of the A budget according 
to the method detailed in paragraph 42 of Chapter 1. 


The general instructions contained in Section B of this 
Chapter will apply to the preparation of A_ budget 
submissions except that the various schedules in the 
A budget submission need only cover a span of five years, 
that is the Past Year, the Current Year, the New Year. and 
two further years. Given that 1972-73 is the New Year, 
the schedules would then cover: 


Ey 1970-71 
CY 1971-72 
NY LST 2=73 
NY+1 1973-74 
NY+2 1974-75 


The A budget is to be submitted in January of each year at 
the same time as but separate from the X budget 
submission. 


Sequence in A Budget Submission 


The Program Forecast submission pertaining to the A budget 
is to contain the following information for each program 
submitted in the sequence listed below. 


For each Program A Budget - 


Table of Contents 

Program Summary by Sub-Vote 
Program Summary by Activity 
Program Manpower by Activity 
Program Memorandum 

Program Personnel Costs 
Program Revenue Summary 


39%, 


40. 


41. 


42. 
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For each Activity A Budget - 


Activity A Budget Derivation 

Activity Summary 

Activity Manpower 

Activity Memorandum 

Activity Revenue Credited to the Vote 


Table of Contents 


A table of contents with page references is to be provided 
at the front of each program. 


Program Summary by Sub-Vote (Example page 3.15) 


A summary is to be prepared for each program to show the 
financial requirements by sub-vote for the five-year 
period. Each entry should be preceded by the applicable 
vote number or alternatively, the letter S where the entry 
refers to a statutory item. Separate totals should be 
shown for net total budgetary requirements and for non- 
budgetary (loans, investments and advances) requirements. 
The program summary serves as the introduction to the 
program section of each submission, and thereby makes each 
program submission complete by itself. Each program 
summary is to be signed by the Minister as an indication 
of his approval. 


Program Summary by Activity (Example page 3.17) 


A summary is required for each program summarizing the 
financial requirements reflected ong each “Activity 
Summary" plus any element that has not been distributed to 


the activities. This summary is to show, for each 
activity and for the program as a whole, the budgetary, 
non-budgetary and total requirements. Receipts of the 


type credited, to the consolidated revenue fund are to be 
shown as a memo entry after the program total. 


Program Manpower by Activity (Example page 3.19) 


A summary is to be prepared showing manpower requirements 


by activity, - these data being in agreement with the 
totals reflected on each “Activity Manpower" schedule 
within the program. Manpower data related to revolving 


funds will be entered immediately before the total for the 
program. 


@ 
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Program Memorandum (Example pages 3.21 - 3.27) 


A Program Memorandum is to be prepared for each program to 
provide: (1) a concise statement of program objectives and 
sub-objectives, (2) a brief description of the activities 
with particular emphasis on how they have been structured 
to fulfill the program objectives and (3) a summary 
presentation for major current issues for the program and 
the departments proposals for dealing with the issues. 
The words underlined are to be used as headings for the 
three types of information required. 


Unless the department is proposing changes to the 
statement of program objectives and sub-objectives and the 
descriptions of activities contained in the CY Estimates, 
only a reference to the Estimates such as "Unchanged from 
Current Year Estimates", needs appear at this point under 
these first two headings of the Program Memorandum. 


Program Personnel Costs (Example pages 3.29 and 3.31) 


A Personnel cost schedule is to be prepared for each 
program, on the narrative form, showing regular time 
salary and wage costs by category and group, overtime 
costs and all other personnel costs for the New Year only. 


The following method of costing salary requirements is to 
be used by all departments and agencies, excepting armed 
services personnel or uniformed personnel of the R.C.M.P. 
The colum numbers below refer to the columns in the 
example. 


Col. 1 The average annual salary rate in effect April 
1 Current Year. This is to be the figure shown 
in Col. 4 of the salary costing schedule 
included in the latest Main Estimates submission 
derived from instructions and example contained 
in paragraph 83 of Chapter 4 of this Manual. 


Col. 2 The percent adjustment, as derived from actual 
rates of general salary increases granted by 
agreements signed or by arbitral awards, but 
which is not reflected in the average annual 
salary used in Col. 1 above. 


Col, 3 The rate adjusted after applying the percentage 
increase shown in Col. 2. 
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Col. 4 The average annual rate, inclusive of a percent 
allowance for promotions, reclassifications and 
annual merit increases for the New Year (NY) to 
be announced by Treasury Board in the annual 
letter calling for Program Forecasts. 


Col. 35 An assumed percent adjustment for general salary 
increases, as derived from annual percentages 
announced by Treasury Board in the letter 
calling for Program Forecasts, pertaining to 
periods not covered by collective bargaining 
agreements. 


Col .246 The rate adjusted after applying the percentage 
increase shown in Col. 5. 


Col.et7 The expected man-year utilization for the Group 
for the New Year (NY). 


Col .6e8 Forecast total salary cost for the Group for the 
New Year (NY). (Col. 6 X Col. 7) 


Sub=-totals are to be shown for Cols. 7 and 8. The total 
of Col. 7 must agree with the total man-year figure for 
the New Year shown on the "Program Manpower by Activity" 
schedule, The total of Col. 8 should agree with "Regular 
Time Salaries and Wages" and "Other Personnel Costs" 
appearing in the department's working papers of standard 
objects of expenditure. 


For agencies designated as separate employers under the 
Public Service Staff Relations Act, the same costing 
method is to be used except that the groupings will be 
those used in salary determination and collective 
bargaining. 


Program Revenue Summary (Example page $3.33) 


A revenue summary is to be prepared for each program 
showing under separate headings revenues credited to the 
vote and revenues credited to the consolidated revenue 
fund, the first being a summary by activity of information 
contained in the "Activity Revenue Credited to the Vote" 
schedule and the second being a listing by major source. 
Only revenue received or to be received by the end of the 
fiscal year is to be included. 


Ww 
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Activity A Budget Derivation (Example pages 3.35 - 3.45) 


An A budget schedule is required for each activity showing 
in financial and man-year terms the way the A budget level 
for the forecast period is derived from the Current Year 
Estimates level excluding capital. There is to be a 
corresponding entry on the schedule for each of the 
applicable factors that have been described in paragraph 
43 of Chapter 1 as going into the construction of an A 
budget, namely: 


- Main Estimates (budgetary expenditures) of Current 
Year, excluding capital 

- Supplementary Estimates with continuing effect 

- non-discretionary increases in statutory payments 


- non-discretionary increases in workload 


- general salary increases 

= promotions, reclassifications and merit increases 

~ specific price increases 

- costs of implementing Cabinet decisions 

- allowance (increase or decrease) for expected change 


in revenue or receipts credited to the vote 
- A budget capital 


- decreases because of discontinued items of expendi- 
ture or specific improvements in productivity 


~ Non-budgetary (loans, investments and advances) 


Some activities of a continuing nature are financed by 
voted non-budgetary items (loans, investments and 
advances). The same procedure described in the preceding 
paragraph will apply and appropriate entries will be made 
in the A budget derivation schedule under a separate “non- 
budgetary" heading after the total “budgetary” requirement 
is derived. 


as 
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Separate entries will be made showing "Gross Budgetary 
Estimates" and reductions for revenue credited to the vote 
and for capital in deriving the CY Main Estimates base to 
be used in determining the A budget for the New Year and 
the subsequent two years. When revenue credited to the 
vote or capital is applicable to more than one activity 
and a breakdown is not reasonable, the pertinent data 
should be shown with the activity receiving prime benefit. 
It may be necessary on occasion, however, to present 
revenue credited to the vote or capital as an element at 
the Program level. 


The CY man-year and salary cost levels will be used as a 
base in calculating the amounts to be shown in the A 
budget derivation schedule for general salary increases 
and promotions, reclassifications and merit increases. 
For the New Year, the allowances will take into account 
the percentage rates departments are asked by Treasury 
Board to assume. For NY + 1 and NY + 2 these _ same 
percentages are to be assumed (Note that there will be a 
compound effect in these last two years). 


Other factors in the A budget derivation schedule may 
involve manpower changes. The same assumptions contained 
in the preceding paragraph should be used in coasting the 
salary content of these other factors. 


The amount to be added for Capital will be the A budget 
portion of the January Capital budget submission and need 
only be a one line entry on this_ schedule. Those 
departments and agencies who do not have a capital budget 
as a separate submission - refer to paragraph 19 of this 
Chapter - will list under the "A Budget Capital" heading 
their ongoing capital requirements grouped, if necessary, 
according to their nature. 


Each entry on the schedule should be numbered 1, 2, ... 
and the numbers used to reference explanations that will 
appear on narrative sheets following the schedule. It is 
likely that only some of the entries will need 
explanation. Those for supplementary estimates, specific 
price increases, increases in workload, increases in 
manpower and the costs of implementing Cabinet decisions 
should always be explained. The explanation on manpower 
increases should include a division of man-year 
requirements between “continuing full-time" and all 
others. 


575 
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Activity Summar (Example page 3.47) 


A summary is to be prepared for each activity to show 
financial requirements for the five year span by the three 
types of sub-votes (operating, capital, and grants and 
contributions) with a sub-total before the entries for 
non-budgetary items (loans, investments and advances). 


Under the "Operating Expenditures" heading an elemental 
breakdown that is best suited to presenting the 
department's way of thinking about the management of the 
activity is to be. given. This may be a sub-activity 
breakdown (as, say, by personnel services, financial 
Management and administrative support in an administrative 
activity) or it may be a responsibility centre or regional 
breakdown. 


Expenditures that cannot be broken down by sub-activity 
are to be shown on this schedule as elements. The 
Minister's salary and car allowance, and other 
expenditures of the Minister's office should be included 
as an element in a general administration activity by 
departments having only one program or as an activity in 
a general administration program by departments having 
such a program. 


Since A budget capital requirements by activity will be 
detailed in the Capital budget submission, or if a 
submission is not required, in the “Activity A Budget 
Derivation" schedule, only a single line entry is required 
under the "Capital Expenditures" heading of this summary. 


The first line entry under the "Grants and Contributions" 
heading of this summary is to be described as "Total CY 
Main Estimates". The amount to be shown for PY is’ the 
total expenditure forecast and that for CY and subsequent 
years is the total of the grants and contributions 
detailed in the CY Main Estimates. All changes from the 
grants and contributions listed in the CY Main Estimates 
including changes in recipient - will then be detailed and 
shown in CY and subsequent years as applicable. To 
distinguish between "new" items and "changed" items, the 
CY amount of "changed" items will be indicated in brackets 
as part of the description. 


The non-budgetary items will be listed under the heading 
"Loans, Investments and Advances" according to the sub- 
activity or element or other breakout best suited to 
presenting the purpose of such expenditures. When it is 
not possible to associate non-budgetary items to 
activities or to an activity receiving prime benefit these 
should be shown at the program level on the "Program 
Summary by Activity". 


63. 
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The only operational data required in A Budget Program 
Forecast submissions regarding Revolvin Funds are 
Manpower data. It is suggested these data be shown as an 
activity on the Program Manpower by Activity schedule 
immediately above the total line. Proposals to increase 
the amount of an existing revolving fund or to set up a 
new revolving fund should be included with "Non-Budgetary 
Expenditures", 


Activity Manpower (reample page 3.49) 


A summary is to be prepared showing manpower requirements 
according to the sub-activity or element breakout used to 
display operating expenditures on the "Activity Summary". 
If the breakout of manpower data by these same elements is 
not possible the reason is to be indicated. For each of 
the PY, CY and NY the total man-years is to be broken out 
into "continuing employees" and "casual and others", and 
the strength is to be shown in brackets under the 
"continuing employees" man-years. For NY + 1 and NY + 2 
only the "total" man-year requirements need be shown. 10g 
the mix of man-years for these two years differs greatly 
from the mix in NY, this should be highlighted in the 
Activity memorandum. 


In instances where departmental personnel are engaged or 
will be engaged in capital projects the A budget portion 
as detailed in the Capital budget submission will be shown 
immediately before the total for the Activity. 


The terms man-years and strength have the meaning given in 
the Treasury Board Circular 1969-161 of October 20, 1969. 


Activity Memorandum (feample page 3.651) 


The presentation for each activity is to contain an 
Activity Memorandum. Its content should be brief and 
factual. In fact, the memorandum should be suitable for 
a briefing book for a new minister or deputy head seeking 
to gain an understanding of the essentials of the 
aCclvity. In most cases the text under most of the 
headings set out below as appropriate for an activity 
memorandum should not have to be changed from year to 
year. 


The following headings should be used in the order shown 
so far as they are applicable. Other additional headings, 
e.g. cost analysis or factors which cause changes in the 
volume or scale of operations, may suggest themselves for 
some activities. 


69. 
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(a) Nature of the Activity - A factual description of the 
work in the activity, elaborating on the activity 
description appearing in Main Estimates. 


(b) Basis in Law - The name of the statute or statutes 
that require or permit this activity. More than the 
name of the act is required; there should be a 
statement that shows how the activity follows from 
some provision of the act. In instances where 
regulations provide the basis for the existence of an 
activity these should be named and their relevance 
made clear. 


(c) Geographic Distribution of Operations - State whether 
the operation is one carried on entirely at a 
headquarters. It it?eis® not;+ the’#locations” ‘of 
operations should be stated and the nature of the 
regional operations distinguished from the nature of 
headquarters operations. 


Activity Revenue Credited to the Vote (rrample page 3.53) 


A schedule is to be prepared for each activity showing, by 
source, the revenue of the type credited to the vote, 
Only revenue received or to be received by the end of the 
fiscal year is to be included. Tf “2t -is Yoossible. —to 
relate at least the major type of revenue to specific 
elements (sub-activities), the relationship should be 
shown - a suggested method being to list the elements 
under revenue-by-source headings. 


In completing this schedule, list major sources of revenue 
in the description column. Where there are small amounts 
of revenues from several sources, use one category 
described as "Miscellaneous" followed by a brief 
description of content. 


A narrative explanation is to be prepared and_ should 
follow each revenue schedule relating these revenues, in 
terms of unit charges and volume, to the expenditures 
incurred to produce the revenue. 


72. 
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THE X BUDGET SUBMISSION 


General Information 


As stated in Chapter 1, the X budget is to consist of a 
list of clearly identified low priority and postponable 
expenditures with appropriate narrative explanations 
relating the impact of implementing the suggested 
reductions on the program objectives. The main purpose of 
this budget is to provide the government with flexibility 
in finding funds for urgent and important new programs. 


The X budget is to be submitted in January of each year - 
at the same time as but separate from the A budget 
submission - and is to cover a four year span - namely CY 
tO24N Yret hn ac (The CY column will be used to show the 
possible effect on the Current Year of a NY proposal). 


The schedule is to be prepared on Form TB 320-56 which 
provides for dollar and manpower data while the appended 
explanations are to be presented on the regular form for 
narrative information TB 320-23. 


The same conventions as set out in Section B of this 
Chapter will apply to the X budget submission. 


Program X Budget (Frample page 3.55 and 3.57) 


A schedule is to be prepared showing, by activity, the 
financial and manpower implications of X budget proposals. 


In preparing this schedule departments should ensure that: 


- each operation, service, grant, contribution or 
project which might be reduced or postponed or 
eliminated is specifically identified; 


- the items proposed for consideration are clearly 
ranked in a way to show the departmental preference 
as to items having least priority; and 


- data are included on the number of government 
employees who would become surplus to the 
requirements of the department with respect to each 
expenditure reduction item listed. 


Each item of reduction proposed in the X budget schedule 
should be numbered consecutively - starting with the item 
having least priority - and each number is to be cross- 
referenced to explanatory narratives. 


Hoos 
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Narrative Information (zzample page 3.59 and 3.61) 


Narrative information is to be prepared in support of each 
item listed in the "Program X Budget" schedule. These 
narratives should be numbered and presented under the 
following headings: 


(a) Impact on the objectives of the program, 

(b) Impact on other programs, 

(c) Legislative implications, and 

(d) Political feasibility 

Where proposals involve manpower reduction, an indication 
is to be given as to the city or town in which these 
employees would work were the reduction not made. 
Attention is to be drawn to any manpower reduction which 


would directly aggravate problems of regional 
unemployment. 
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THE B BUDGET SUBMISSION 


General Information 


This section contains the procedures to be followed by 
departments and agencies in preparing their B budget 
submission for Treasury Board in accordance with the 
general principles and definitions outlined in Chapter l. 


The B budget submission provides details of B _ budget 
proposals and is the vehicle by which the A budget and B 
budget components of the overall expenditure budget are 
brought together. 


Some of the schedules called for in the B budget 
submission may not be required where there are no B budget 
items proposed, or where the A budget as submitted by the 
department remained unchanged, or both. The requirements 
for each schedule are brought out later in the specific 
instructions. 


The general instructions contained in Section B of this 
Chapter will apply to the preparation of B budget 
submissions which are to be submitted in early May of each 
year. . 


Sequence in B Budget Submission 


Where there is a requirement for any or all of the 
schedules listed below they are to be submitted in the 
sequence which follows. 


For each Program - 
Table of Contents 
Program Summary by Sub-Vote 
Program B Budget Proposals i 
Program Summary by Activity 
Program Manpower by Activity 
Program Memorandum 
Program Standard Objects of Expenditure 
Program Personnel Costs 
Program Revenue Summary 
Program Services Provided Without Charge 
Program Accommodation Requirements 

For each Activity - 
Activity Summary 
Activity Operating Elements 
Activity Grants and Contributions (optional) 
Activity Revenue Credited to the Vote (optional) 
Activity Non-Budgetary Expenditures (optional) 
Activity Manpower 
Activity Memorandum 
Activity Standard Objects of Expenditure 


86. 


Sik 


88. 
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Table of Contents 


A table of contents with page references, and properly 
identified as B budget submission, is to be provided at 
the front of each program. 


Program Summary by Sub-Vote (Example page 3.63) 


A summary similar in form to that provided in the A budget 
submission - refer to paragraph 40 of this Chapter - is to 
be prepared for each program where there are changes in 
the A budget from that submitted, or where there are B 
budget proposals, to show the total financial requirements 
of the A and B budget components. 


Program B Budget Proposals (Example page 3.65 = 8.71) 


A schedule is to be prepared for each program showing, 
under activity headings, the specific items making up the 
departmental B budget proposal. 


This schedule is made up of a listing of items’ showing 
financial and manpower requirements using standard form TB 
320-56, and each item is to be supported by explanation on 
narrative form TB 320-23. 


The entries under each activity heading are to be listed 
in sub-vote order to permit a reconciliation between the 
data in this schedule and the B budget entries shown in 
each “Activity Summary". The order to be followed in the 
listing of the items should therefore be: operating 
expenditures, B budget capital (one line entry), grants 
and contributions, changes in revenue credited to the vote 
and finally non-budgetary expenditures (loans, investments 
and advances). 


All items making up the B budget are to be numbered 
consecutively to identify the departmental order of 
priority with the item of highest priority being assigned 
number one. The paragraphs of explanations should be 
given the number of the item they support. 


Program Summary by Activity (Fxample page 3.73) 


A summary is required for each program summarizing the 


financial requirements reflected on each "Activity 
Summary" plus any element that has not been distributed to 
the activities. This summary is to show, for each 


activity and,.fori:sthe pprogram sas.va wholejynegthe . net 
budgetary, non-budgetary and total requirements. Receipts 
of the type credited to the consolidated revenue fund and 
services provided without charge are to be entered after 


the program total so as to arrive at the "net program 
Cost 7. 
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Program Manpower by Activity 


Where there are manpower changes from that shown in the A 
budget submission or where there are B budget proposals 
involving manpower, a summary is to be prepared showing 
requirements by activity, with these data being in 
agreement with the totals reflected on each "Activity 
Manpower" schedule within the program, whether the 
supporting “Activity Manpower" schedules are part of this 
submission, or of the previous A budget submission which 
will be the case where manpower is’ unchanged. Manpower 
data related to revolving funds will be entered 
immediately before the total for the program. 


Program Memorandum 


A Program Memorandum is to be prepared = in accordance 
with paragraphs 43 and 44 of this Chapter - only if the 
information contained in the program memorandum submitted 
with the A budget needs to be updated. 


No illustration of an "updated" program memorandum is 
provided because rt should be designed to suit 
departmental circumstances. The method of updating could 
take the form of brief amendments to the previous 
memorandum with cross-references, or it could be complete 
by itself. 


Program Standard Objects of Expenditure 


A summary is to be prepared for each program showing 
financial requirements by standard object of expenditure. 

This summary is not illustrated but is is to follow the 

form shown on page 3595 with the appropriate | 
substitution of names in the heading. 


Data for the five years (i.e. PY to NY+2) are to be shown | 
each year by the first thirteen standard objects of 
expenditure except that Personnel costs are to be broken 

out between "Regular Time Salaries and Wages", (that is 
those items which would be coded to economic objects 0101, 

0102 and 0115 in the Expenditure Coding System) and all 
Other personnel costs. 
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Program Personnel Costs 


98. A Personnel Costs schedule is to be prepared for each 
program in accordance with paragraphs 45 to 48 of this 
Chapter where there are changes in the "Program Personnel 
Costs" schedule included with the A budget submission. 
For example changes could arise from recently announced 
general salary increases or from increases or decreases in 
man-year levels. 


Program Revenue Summary (Example page 3.785) 


99° A “Program Revenue Summary" prepared in accordance with 
paragraph 49 of this Chapter is required only if there are 
changes in the amounts of revenues shown in the "Program 
Revenue Summary" submitted with the A budget. 


Program Services Provided Without Charge (gyeample 3.77) 


100. A summary is to be prepared for each program showing 
services provided without charge by other departments and 
to show the cost of accommodation the department occupies 
in its own buildings. The summary is to identify the 
departments providing service, the type of service and the 
rates or basis for each type of service. A narrative 
explanation is to be prepared and should follow each 
summary explaining the changes in projected expenditure 
based on the amount of services to be received wherever 
the summary does not readily disclose this without 
amplification. 


e® 


a Oe Departments which provide such services to others’ should 
advise the client departments of the cost of services 
provided or the rates to be used in determining costs not 
later than one month before the date set for receipt of 
Program B budgets in Treasury Board. 


Program Accommodation Requirements (ryample page 3.79 and 3.81) 


LOZ, A set of summaries is to be prepared, on Form TB 320-24, 
by program for each of the following categories: 


Accommodation supplied by DPW 
Accommodation not supplied by DPW 


Each set of summaries is to detail space requirements in 
thousands of square feet for each of the PY to ‘NY+2 in 
accordance with a classification for each of the 
following: 


@ 
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Accommodation - National Capital Region 
Accommodation - Other areas of Canada 
Accommodation = Outside Canada 


The classification, that used in the Central Real Property 
Inventory Records as contained in Appendix B of circular 
MI-2-68 dated April 22, 1968, is as follows: 


(a) Administration 
(b) Operative 

(c) Institutional 
(d) Residential 


LO3% The number of thousand square feet to be reported for the 
Administration classification is to be "Rentable" while 
for all other classifications "Gross" is to be shown. The 
Department of Public Works will supply all departments and 
agencies by February 28 with a listing indicating either 
the rentable or gross square feet, as applicable, of space 
being occupied at each location for accommodation under 
their control. 


104. The Department of Public Works will also supply the 
departments and agencies with the gross square feet of 
space presently occupied in the departments own buildings 
as reported by them to the Central Real Property 
Inventory. The information on Department of Public Works 
buildings together with the departments own holdings is to 
be used in the preparation of the required return. 


L005. The departments own holdings may include some 
accommodation which fall in the "Administration" 
classification. In these circumstances, and where present 
data are in "Gross Square Feet" it will be necessary to 
convert the measurements to "Rentable". This may be 
accomplished as follows: 


(a) Measure space of the buildings involved; or 

(b) Use an appropriate conversion factor. Where a 
more accurate factor is not available it is 
suggested that departments and agencies 
calculate "Rentable“ as being 12% less than 
"Gross". 
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Activity Summar (Example 3.83 - 3.87) 


106. Where there are changes in the Activity A level from that 
submitted or where there are B budget proposals for an 
activity, a summary is to be prepared to show financial 
requirements for the five year span by the three types of 
sub-votes and the revenue credited to vote, with a= sub- 
total before the entries for non-budgetary expenditures 
(loans, investments and advances). This summary is’ the 
vehicle to display departmental changes to the A budget 
level previously agreed to by the Treasury Board 
Secretariat, and to combine the A and B budget components 
at the activity level. 


Losi Under each of the headings of Operating Expenditures, 
Capital Expenditures, Grants and Contributions, Revenue 
Credited to Vote, Non-Budgetary and Activity Total, the 
following entries will be made. 


- "Agreed to" A budget 

- Departmental changes to A budget, if any, 

- New A budget, if applicable, a 
= Total of B budget items, and e 
= Total (A + B) budget 


LO8; The amount to be shown for the "Agreed to" A budget will 
be the applicable portion of the program A level of 
expenditure communicated to departments and agencies 
following the review of the A budget and Capital budget by 
Treasury Board Secretariat. 


109. Departmental changes to the "Agreed to" A budget will be 
listed according to the factors entering the construction 
of an A budget - refer to paragraph 50 of this Chapter - 
and each item is to be supported by explanations, on 
narrative form, giving the reason for the change and, in 
the case of changes listed under "Operating Expenditures", 
their effect on the elements (sub-activities) are to be 
shown where significant. 


SEO. The total of B budget items under each of the headings 
will be derived from the details listed in the "Program B 
Budget Proposals" schedule. 


Ati bA The qualifications contained in paragraphs 59 and 62 of 
this Chapter continue to apply in preparing the “Activity 
Summary" for the B budget submission. 


@ 
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Activity Operating Elements (Fxample page 3.89) 


Li26 Where there are changes in the activity A level from that 
submitted or where there are B budget proposals for an 
activity, a schedule supporting the "Operating 
Expenditures" total in the “Activity Summary" is to be 
prepared showing financial requirements by element, 
reflecting for each element the combined A + B 
requirements. The elemental breakdown will normally be 
that submitted as part of the A budget in accordance with 
paragraph 58 of this Chapter. 


Activity Grants and Contributions (optional) (Example page 3.91) 


113% A full listing of Grants and Contributions for the 
activity was not required as part of the A _ budget 
submission - only changes from those listed in the Main 
Estimates of the Current Year were required to be detailed 
in the "Activity A Budget Derivation" schedule. If there 
are numerous’ changes in grants and contributions 
requirements from those detailed in the CY Main Estimates, 
departments may wish to present as part of the B budget 
submission, a full listing of Grants and Contributions 
supporting both the A_ and B components shown under the 
"Grants and Contributions" heading of the . “Activity 
Summary". 


Activity Revenue Credited to Vote (optional) 


114, The changes in revenue credited to the vote involved in 
the: B budget will be detailed in the "Program B Budget 
Proposals" schedule, and those related with departmental 
changes from the “Agreed to" A level will be shown in the 
"Activity Summary". Departments may wish, however, to 
present as part of the B budget submission, a schedule of 
revenue credited to vote supporting both the A and B 
components shown under the "Revenue Credited to Vote" 
heading of the "Activity Summary". Instructions contained 
in paragraphs 69 to 71 of this Chapter will apply. 


Activity Non-Budgetary Expenditure (optional) 


115. Where there are several loan, investment and advance items 
in an activity, departments may wish to prepare a full 
listing of these items broken out into the A and B 
components so as to present in one schedule all the non- 
budgetary requirements for the activity and to provide 
further description of each item. 
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Activity Manpower (feample page 3.93) 


116. Where there are manpower changes from that shown in the A 
budget submission or where there are B budget proposals 
involving manpower, a summary showing “combined A + _ B" 
Manpower requirements is to be prepared similar to that 
required under paragraphs 64 to 66 of this Chapter. 


Activity Memorandum 


pba IY A An Activity Memorandum is to be prepared - in accordance 
with paragraphs 67 and 68 of this Chapter - only if the 
information contained in the activity memorandum submitted 
with the A budget needs to be updated. As in the case of 
the program memorandum no illustration is provided in 
Chapter 3, and the method of updating could take the form 
of brief amendments to the previous activity memorandum 
with cross-references, or it could be complete by itself. 


Activity Standard Objects of Expenditure (Example page 3.95) 


118% A summary is to be prepared for each activity showing 
financial requirements by the first thirteen standard 
objects of expenditure. Data for the five years, i.e. PY 
to NY + 2, are to be shown each year by the first thirteen 
standard objects of expenditure except that Personnel 
costs are to be broken out between "Regular Time Salaries 
and Wages", (that is those items which would be coded to 
economic objects 0101, 0102 and 0115 in the Expenditure 
Coding System) and all Other personnel costs. 


A 
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INTRODUCTION 


This chapter sets forth the procedures for preparing the 
Main Estimates submission and the following chapter 
illustrates the form to be followed in a typical 
submission. 


Purpose and Description of Main Estimates Submission 


The Main Estimates submission is designed to justify the 
need for the financial authority to be requested from 
Parliament, to demonstrate that a detailed costing of 
requirements has been carried out and to show the precise 
resources needed in the Estimates year. Departments must 
be prepared to provide explanations to parliamentary 
committees of all items in the Estimates to a greater 
depth of detail than that called for in the formal 
submission. ; 


The Main Estimates submission contains: 


Printer's Plates for preparing the submission to 
Parliament 


Supporting Information Consisting of: 


- a program memorandum, salary costing schedule 
and possibly highlight schedules for each 
program; 


- activity schedules relating requirements shown 
in the Estimates to those determined after the 
Program Forecast review and showing detail by 
sub-activity and standard objects and 


- supporting schedules. on revenues, common- 
service costs and manpower for each program. 


. Relationship to Program Forecast Submission 


The Main Estimates submission is designed to complement, 
not duplicate, the Program Forecast submission. 
Accordingly further narrative justifications are required 
only for major departures from proposals’ submitted, 
justified and approved after the Program Forecast review. 
To avoid repetition, cross-references to the Program 
Forecast submission are to be given wherever this will be 
helpful in providing the full story. 
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The Main Estimates submission is primarily designed to 
report the results of the detailed departmental costing 
of program elements below the program level. The 
objectives are twofold--first to confirm that the cost 
estimates used in arriving at program decisions are 
realistic, and second to provide the yardsticks for 
measuring performance of major units of responsibility. 
The submission is not designed to disclose the detailed 
build-up of the Estimates figures. It is intended that 
Board staff will review departmental systems and 
procedures for preparing, compiling and approving 


estimates proposals instead of having this information 


and detail contained in the Main Estimates submission. 


The review by Board staff will be designed to ensure 
that: 


- financial and manpower guidelines are 
established for each organizational component 
based on the objectives and budgetary 
expenditure ceilings agreed upon after the 
Program Forecast review for each program; 


- work plans are put in writing for each 
organizational component spelling out how 
assigned objectives are to be attained; 


- budgetary worksheets are prepared translating 
plans into resource requirements, using 
objective standards wherever applicable; and 


- careful review and examination takes place as 
individual budgets are consolidated into totals 
to be included in the Main Estimates submission 
to Treasury Board. 


Timing 


The Main Estimates submission is to be ready for Treasury 
Board staff consideration in November. The exact date 
will be communicated to departments annually. It is 
imperative that the submission date be met by every 
Department and Agency in order to ensure that the Blue 
Book is tabled in Parliament on time. 
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GENERAL INSTRUCTIONS FOR PREPARING MAIN ESTIMATES 
SUBMISSION 


Estimates - General 


The Estimates, as tabled in the House of Commons’ about 
February 1, set out the Government's expenditure plans 
for the coming fiscal year. They also form the basis of 
Appropriation Acts which are the means by which funds are 
made available to Departments and Agencies. 


Each Appropriation Act contains the wording of the votes 
in the Estimates (unless altered by Parliament) and when 
passed by Parliament, gives legislative authority for 
expenditures for the purpose of each vote. Parliament, 
therefore, exercises control over expenditures by vote, 
and departments and agencies cannot exceed the amount 
granted by Parliament for each vote, nor can they use the 
funds for purposes other than those for which they were 
voted. 


10. Descriptions of the term “vote" and of the other major 


entry in Estimates, "statutory item", are to be found in 
the foreword to the annual "Blue Book" of Estimates. The 


main features of the Estimates are listed below. These 
points are further explained later in this manual where 
necessary. 


(a) There is to be one or more votes for each 
department, agency or legal entity. A legal 
entity is defined as a unit of government 
operating under an Act of Parliament and 
responsible directly to a Minister. 


(b) All of the budgetary requirements for a program 
are to be gathered into one or more _ votes, 
depending on the size of the capital and grants 
and contributions elements and displayed 
together with the non-budgetary (loans, 
investments and advances) requirements, if any, 
for the program, on one two-page spread sheet. 


(c) Where an agency or a Crown corporation incurs 
a deficit, which must be covered by an 
appropriation, the deficit will be the subject 
of a separate vote. 
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(d) Special circumstances surrounding any 
particular expenditure may result in a separate 
vote, e.g., the Treasury Board Contingencies 
Vote. 


(e) Proposals for capital expenditures equal to or 
in excess of $5 million within a program will 
constitute a separate vote. 


(£) Proposals for expenditures classified as grants 
and contributions equal to or in excess of $5 
million within a program will ‘constitute a 
separate vote. 


(g) The Estimates are to include a statement of the 
objectives of each program and a description of 
the work under each of the activities. 


(h) The disclosure at the program level is to be 
the total net cost of the program, taking into 
account the services provided by and for the 
program without charge, and revenues related to © 
the program but credited to the Consolidated 
Revenue Fund. 


(i) Major capital projects are to be listed for 
each program and the estimated total cost of 
each project is to be shown. In cases where a 
major project appeared in the Current Year's 
Estimates, the total cost for the project in 
those Estimates is to be shown. 


(j) A standard object breakdown for each program is 
to be provided. 


(k) The manpower information is to give a three- 
year picture for each program, the percentage 
increase in man-years is to be shown for each 
program and where the man-year increase or 
decrease between the Current Year and the New 
Year exceeds 5%, an explanatory note is to be 
included. 


(1) Each grant and contribution is to be listed 


separately. 
(m) Supporting information for the Estimates of C 
Crown Corporations is to be included. 


os 
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(n) 


(0) 


Budgets for programs financed by means of 
revolving funds are to be included in the 
Estimates for information purposes. 


The Estimates of all agencies are presented in 
a single bilingual volume. This will require 
the submission of bilingual Printer's Plates 
from each agency. Detailed instructions for 
the preparation of Printer's Plates are set out 
later in this manual. 


Vote Structure 


In addition to the usual Statutory items, the Estimates 


contain 
budgetary 


(a) 


(b) 


tc) 


five types of votes. The first four are 
in nature and the last one is non-budgetary. 


Operating Expenditures Votes 


Operating Expenditures Votes include all of the 
expenditures for a program other than _ those 
included in "Capital Expenditures" Votes or 
“Grants and Contributions" Votes or both. 


Capital Expenditures Votes 


Capital Expenditures Votes include all of the 
expenditures associated with the construction 
of fixed assets and the acquisition of 
equipment for a program, including the salaries 
and expenses of employees hired for specific 
projects and the costs of materials going into 
the construction projects carried out by a 
department's own forces, in cases where’ such 
expenditures equal or exceed $5 million for the 
program. This kind of vote, therefore, 
includes expenditures coded to standard objects 
8 and 9 and occasionally 4 and, where 
construction is carried out by departmental 
staffs, objects 1, 2 and 7. 


Grants and Contributions Votes 


These votes cover expenditures coded to Object 
10 - "Transfer Payments" - in cases where such 
costs equal or exceed $5 million for the 
program, 


12% 


3s 
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G 


(d) Program Expenditures Votes 


This type of vote is used only where there is 


no requirement for either a "Capital 
Expenditures" Vote or a "Grants and 
Contributions" Vote. These Program 


Expenditures votes include the operating 
expenditures referred to in (a) above plus 
capital expenditures referred to in (b) above, 
where neither capital expenditures nor grants 
and contributions expenditures equals or 
exceeds $5 million. 


Where a vote of this type is used the 
distinction between the types of expenditures 
covered in (a), (b) and (c) above will be 
maintained to comply with the requirement that 
operating expenditures, capital expenditures 
and grants and contributions be shown 
separately in the Estimates. Each of these 
groupings of costs within a program 
expenditures vote is to be referred to as a 
"“sub=-vote". (see Printer's Plate D). 


(e) Non=Budgetary (Loans, Investments and Advances) 
Votes 


Provision is made in votes of this type for 
items such as the initial provision for 
revolving funds and loans to Crown 
Corporations. 


Any exceptions to the vote structure described above, 
e.g., the inclusion in a program expenditures vote of 
provision for capital or for grants and _ contributions 
equal to or in excess of $5 million, will have to be 
specifically approved by ‘Treasury Board before the 
September preceding the fiscal year in which the 
exception is to first apply. 


Standard Vote Wordings 


The bulk of the statutory items in the Estimates are for 
specific payments, usually transfer payments. The 
wording of each is descriptive to tie the item in with 
the authorizing legislation and there is, therefore, no 


possibility of uniformity in the wording. (It should be 
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noted that as the Revised Statutes of Canada were 
proclaimed on July 15, 1971, new statutory references in 
Estimates are to be included as one of the corrections to 
be made to the appropriate Printer's Plates. The 
preferred phrase is "R.S.c..." adding in each case the 
number of the particular chapter). It is desirable for 
annually voted items, however, which by and large cover 
all of the expenses of government programs, to maintain 
uniformity throughout the Estimates, and standard vote 
wordings are to be used where possible. The wordings 
described in this section will constitute the full 
wordings of the vote except in those cases where 
additional authority other than that existing in 
substantive legislation is sought, and where other 
legislative limits or restrictions are to be imposed. In 
these cases the necessary wording will come after’ the 
standard wording. All such additions must be approved by 
‘Treasury Board before the submission of Estimates. 


14.| All vote wordings, standard or otherwise, will be 
>) preceded by the program name. In the case of the Royal 
‘ Canadian Mounted Police, that program name is “Law 
Enforcement". Examples of standard wordings for votes 
are listed below using “Law Enforcement" as the program 

title: 


(a) "Law Enforcement - Program expenditures, the grants 

listed in the Estimates and contributions" 

This wording is to be used only where the 
program has grants and contributions totalling 
less than $5 million, capital requirements less 
than $5 million or no capital requirements that 
can be foreseen at the time the Estimates are 
prepared. Such a vote will therefore include 
operating expenditures, capital expenditures 


totalling less than $5 million and grants_' and 
contributions totalling less than $5 million. 


(b) "Law Enforcement - Program expenditures and 
the grants listed in the Estimates 
This wording is used under the circumstances 


given in (a) above except that the vote would 
not contain any contributions. 


yg (c) “Law Enforcement - Program expenditures and 


contributions 


This wording is to be used under the 
circumstances given in (a) above except that 
the vote would not contain any grants. 
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(da) 


(e) 


(f£) 


(g) 


(h) 


(i) 


(7) 


Law Enforcement = Operating expenditures" 


This wording is used in cases where there are 
no grants or contributions included in the 
Operating expenditures vote. 


"Law Enforcement - Operating expenditures, the 
grants listed in the Estimates and contributions" 
This wording is used in cases where there are 
both grants and contributions totalling less 


than $5 million included in Operating 
expenditures votes. 


“Law Enforcement =- Operating expenditures and 
the grants listed in the Estimates" 
This wording is used in cases where there are 


only qeants totalling less than $5 miliion 
included in Operating expenditures votes. 


"Law Enforcement - Operating expenditures and C 
contributions" 


This wording is used in cases where there are 
only contributions totalling less than $5 
million included in Operating expenditures 
votes. 


"Law Enforcement = Capital expenditures" 


This is the standard wording for a vote which 
includes $5,000,000 or more of ‘capital 
expenditures in the New Year. 


“Law Enforcement - The grants listed in the 
Estimates and sontvibutions" 


This is the standard wording for a vote which 
includes $5,000,000 or more of expenditures in 
the New Year for grants and contributions. 


"Law Enforcement - The grants listed in 


the Estimates 


This wording covers the case where there are 


only grants in the grants and contributions 
vote. . 


far) 
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(k) “Law Enforcement - Contributions" 


This wording covers the case where there are 
only contributions in the grants and 
contributions vote. 


Legislating in Estimates 


Over the years, Parliament has criticized the use of 
Estimates to set aside or amend legislation. To meet 
this criticism, Treasury Board will consider items of 
this type only where it is sought: 


(a) to alter financial limitations imposed by 
legislation or by previous Estimates, e.g., an 
increase in the maximum amount that may be 
loaned by CMHC for housing, or the periodic 
increases in commitment authority for the 
Railway Grade Crossing Fund; 


(Db) % "te alter time limitations imposed by 
legislation or by previous Estimates, e.g., the 
termination date of the Trans-Canada Highway 
Program; 


(c) to extend the application of legislation to 
persons not covered by the legislation so as to 
authorize the making of payments to_ such 
persons in accordance with the substance and 
purposes of the legislation; e.g., authority 
to make payments under the Government Employees 
Compensation Act to DOSCO ex-employees 
suffering from silicosis. 


(d) to amend legislation originally approved 
through Estimates items, e.g., broadening of 
the scope of a revolving fund; and 


(e) to effect transfers of available funds to votes 
where additional funds are required. (In 
Supplementary Estimates only) 


The guidelines in (a) to (d) above apply to Main and 
Supplementary Estimates and to items of all amounts 
including those for a token one dollar. Of course, 
approval must be sought from Treasury Board prior to the 
submission date for vote wordings for items of the above 
kind? 
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Sequence in which Components are to be Submitted 


17. | The Main Estimates submission is to contain the following 
information submitted in the sequence listed below: 


Printer's Plates A in English and French (Please 
note that Printer's Plate B has been discontinued) 


For each program 


Printer's Plates C to K in English and French 
(Please note that Printer's Plates D and E 
are bilingual) 
Program Highlight Schedules (optional) in 
English or French 
Program Memorandum in English or French 
Salary Costing Forecast schedules in English or French 


For each activity within each program - in English 
or French - schedules showing 


Operating expenditures Ce 
Capital expenditures 
Grants and contributions 


For each program - in English or French 


Program Revenue Summary 

Program Services provided without charge by 
other departments 

Services provided without charge to other 
departments 

Continuing Full-Time Employment by Occupational 
Category, Group and Level 


Standard Forms for Supporting Material 


18.| Five standard forms are to be used for preparing the 
schedules and narratives required for the supporting 
material in the Main Estimates submission which are as 


follows: 
- form for presenting narrative information (TB 
320-18) 
- form for presenting financial data other than 
that for Capital expenditures (TB 320-20) Cc 


- form for presenting financial data for Capital 
expenditures (TB 320-19) 


- form for presenting Manpower data (TB 320-17) 


19), 


20. 
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- form for presenting Continuing Full-Time 
Employment by Occupational Category, Group and 
Level (TB 320-43) 


Multiple-page Schedules 


When the information to be put in a schedule is too long 
to be presented on one page: 


- indicate in brackets as part of the "subject" 
heading which page it is and how many pages 
there are (page 1 of 3); 


- total all the columns on the first page and 
enter "Carried Forward" in description column 
opposite the column totals; 


- repeat heading of first page on _ succeeding 
pages; and . 


- enter "Brought Forward" in the description 
column and enter the column totals from the 
preceding page in the columns on the following 


page. 


Fiscal Year References 


The schedules to be prepared for the Main Estimates 
submission require amounts to be_- shown for the three 
fiscal years as follows: 


- For the PY (Past Year) the amounts to be’ shown 
are the actual expenditures incurred which will 
be reported in the Public Accounts with the 
addition of expenditures out of the Treasury 
Board Reserve for general salary increases. 


- For the CY (Current Year) the amounts to be 
shown are defined as follows: 


(a) Where expenditures information is 
required, the amounts to be shown are the 


forecast expenditures for the year 
including all expected Supplementary 
Estimates and permanent allotments from 
Treasury Board Contingencies Vote and are 
to take into account all expected lapses. 
Similar treatment is to be accorded all 
statutory items. 
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(b) Where Estimates amounts are required (in 
the second column of Printer's Plates A 
and C only), the amounts to be shown are 
the amounts included in Estimates 
including Supplementary Estimates which 
have been tabled in Parliament up to the 
time the Main Estimates submission is to 
be forwarded to Treasury Board. 
Supplementary Estimates tabled after this 
date will be added by Treasury Board staff 
if possible within the Main Estimates 
printing schedule. 


- For the NY (New Year) the amounts to be shown 
are those proposed for the Main Estimates for 
the Estimates year. 


‘Expenditure Definition for Non=-Budgetary (Loans, 
Investments and Advances) Items 
The amounts to be included in the expenditure columns for e 


the Current Year and the Past Year require special 
treatment and are defined as follows: 


(a) Loans and Advances: The Current Year column is 
to show the amount expected to be drawn down 
under the item at the e of the Current Year. 
The Past Year column is to show the amount 
actually drawn down at the end of the Past 
Year. 


(b) Authorizations of and Increases to Revolvin 
Funds and Special Accounts: For both the 
Current Year and the Past Year, the amounts’ to 
be shown are the amounts included in tabled 
Estimates in the applicable fiscal years. 


Narrative Information 


Narrative information is to be expressed in clear and 
simple language so that there will be no misunderstanding 
about the intended meaning. The content of supporting 
narratives must necessarily be left to the judgement of 
those justifying financial requirements, but the 
following general guidelines are to apply: 


- narrative statements are to be brief and Cc 
factual with a minimum of pleading or of 
unsubstantiated value judgements; 


236 


24. 


256 


26. 
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- tables are to be included in the body of the 
narrative wherever this shortens and improves 
the presentation; 


- headings are to be used to indicate clearly the 
purpose of each part of the narrative; 


- specific quantitative data is to be used 
wherever possible; and 


~ narratives are to be cross-indexed to the 
schedules. 
- when narrative information extends to more than 


one page, indicate in brackets as part of the 
"subject" heading the page and how many pages 
there are (page 1 of 5) 


Salary Increases and General Price Increases 


Different practices are to be observed for the NY for 
each of: Salaries and wages, materials and supplies, 
capital, grants and contributions. 


For salaries and wages, percentage allowances are to be 
made for the following two kinds of salary adjustments: 


(a) for promotions, reclassifications and annual 
merit increases; 


(b) for general salary increases, negotiated under 
collective agreements. This matter is more 
extensively dealt with in the section on salary 
costing. 


These percentage allowances will be announced by Treasury 
Board in the annual letter calling for Estimates. 


For materials and supplies, announced price increases are 
to be taken into account. No percentage allowance for 
general price increases is to be made. 


For capital, the most recent engineering estimates are to 
be used. Again, allowances for general price increases 
are not to be added. 
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21s 


28. 


Peles 


30. 


For grants items, the best estimates taking into account 
all relevant factors, population changes, changes in 
program content and level, established growth trends, 
etc. should be used to produce an accurate costing. No 
additional allowance is to be made for general price 
increases that represent in effect the declining 
purchasing power of the dollar. 


Access to Treasury Board Contingencies Vote 


The Treasury Board Contingencies Vote will be available 
to supplement the salary content of Departmental 
appropriations only under certain conditions. (The 
access to the Contingencies Vote in this context is 
confined to departments and agencies listed in schedule 
A to the Public Service Staff Relations Act.) These are: 
(a) To meet shortages resulting from the actual 
percentage increases for salary revisions 
resulting from collective bargaining exceeding 
the percentage increase assumed by departments 
pursuant to instructions in the Estimates 

letter. 


(b) When corresponding assumptions the departments 
were instructed to use on effective dates of 
agreements are proven by events to be in error. 


In no circumstances will access to the Contingencies Vote 
be allowed when the underprovision is related to an 
excess of actual man-year usage over that planned. This 
does not restrict access to the Contingencies Vote to 
meet requirements resulting from a Cabinet directive to 
carry out functions additional to or at higher levels 
than those covered in the initial budgetary expenditure 
ceilings. 


Manner of Submitting to Treasury Board 


Six copies of each submission are required by Treasury 
Board, one of which is to be signed by the Minister. 
Submissions are to be forwarded to the Board in standard 
8 1/2 x 11 three ring, smooth finish, black vinyl binders 
which can be requisitioned from #1 Supply Centre, 
Department of Supply and Services. The catalogue numbers 
are for the 1" size 7510-21-845-1044 and for the 2". size 
7510-21-845-1042. The binding edge of each binder should 
be marked with "Estimates", the fiscal year, and the name 
of the Department or Agency. 


31.4 All memoranda and schedules are to be numbered in 


| sequence by pages within each program. Tables of 
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contents with page references are to be provided for each 
program. All amendments to Printer's Plates, memoranda 


| and schedules are to be so identified and dated. 
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PRINTER'S PLATES 


General Description 


The procedure for the preparation of the Main Estimates 
submission has been extended to include the preparation 
in advance of the submission date of pre-printed 
Printer's Plates (excluding amounts) by the Treasury 
Board Secretariat for use by Departments. These pre- 
printed Printers Plates are designed to simplify the 
preparation of the submission by Departments and to 
facilitate the processing of the submission by Treasury 
Board Staff prior to forwarding to the printer by 
ensuring that the narrative, spacing and style, etc. are 
correct. These pre-printed Printers Plates are based 
initially on the narrative material contained in the 
Current Years Main Estimates and Departments are required 
‘to update this material so that in final form it will 
serve as a format which will need only the insertion of 
the dollar amounts, manpower figures and other minor 
additions to comprise a complete Printer's Plate portion e 
of the Main Estimates submission. Detailed instructions 
for the preparation of these Plates are contained in 
paragraphs 35 to 39 inclusive. 


Each of the Printer's Plates, which serve as a manuscript 
for printing the Estimates, is the basis for one of the 
main components of the presentation proposed for 
submission to Parliament. Separate English and French 
Printer's Plates are required except for Plates D and E, 
which are bilingual presentations. (There is no 
requirement for Plate B which has been discontinued.) 


The following is a listing of standard Printer's Plates 
contained in a complete Main Estimates Submission 


Printer's Plate A - General Summary 

Printer's Plate c - Program Summary by Vote 

Printer's Plate Dl - Program by Activities - Operating 

Printer's Plate D2 - Program by Activities - Capital 

Printer's Plate D3 =- Program by Activities - Grants 
and Contributions 

Printer's Plate D4 - Program by Activities - Total 
Budgetary 

Printer's Plate D5 - Program by Activities - Non- 


Budgetary (Loans, Investments 
and Advances) ¢ 
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Printer's Plate El = Program by Activities - Revolving 
Funds - Expenditure 

Printer's Plate E2 - Program by Activities - Revolving 
Funds - Revenue 

Printer's Plate E3 = Program by Activities - Revolving 


Funds - Excess Expenditure (Revenue) 
Printer's Plate F ~- Program Description 
Printer's Plate G - Objects of Expenditure 
Printer's Plate H - Manpower 
Printer's Plate J - Major Capital Projects 
Printer's Plate K - Grants and Contributions 


Separate Printer's Plates C to K are required for each 
program. For revolving fund prestentations, Printer's 
Plates E and F are required as well as Plate H where 
manpower is involved. 


‘Preparation of Pre=-Printed Printer's Plates Prior to the 
Formal BStimates Submission 


Each year, the Treasury Board will provide Departments 
with a pre-printed manuscript based on the material 
(excluding all amounts, manpower figures. and major 
capital projects detail) contained in the Current Year's 
Main Estimates. However, some deletions will have been 
made such as: 


~ explanations of and percentage changes to 
manpower levels, 


- all the detail on Printers Plate J - Major 
Capital Projects and 


- grants and contributions items where there are 
no amounts in the Current Year. 


In addition to the edited narrative the pre-printed 
manuscript will contain: 


- The column headings to be used in the New 
Year's Estimates (Departments are not to alter 
these headings. Any last minute changes 
required will be arranged by the Treasury Board 


during the printing process.) 


- The correct fiscal years in the column headings 


36. 
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- A nine-digit code to identify the material on 
the page 


a) The first two digits identify the 
particular schedule and the language 
where necessary 


b) The second two digits identify the 
Ministry 


c) The next four digits identify the 
Department or Agency where 
applicable, ; 


d) The last two digits identify, when 
necessary, any table of which there 
is more than one in a program - eg. 
revolving funds. 


- Material other than standard Printers Plates 
will be assigned a unique code. As these codes 
will be on all of the material distributed to 
Departments no further identification will be 
necessary except where additional material not 
included in the pre-printed manuscript 
forwarded by the Treasury Board is returned by 
the Department as part of the correction 
process. In such cases the department should 
describe the content and a suitable code will 
be assigned. 


Two sets of the pre-printed manuscript will be sent’ to 
Departments; one is an original and the other is a copy 
which is to be retained by the Department for its own 
use. The original is to be modified and corrected by the 
Department so that in all respects it represents the 
narrative that will appear in the New Year's Main 
Estimates submission. The following is a listing of some 
of the changes that must be made: 


- changes in Vote wording or new vote titles 
approved by Treasury Board, 


- approved changes in the Program/Activity 
structure or description, 


- itemized entries under the headings "Receipts 
and Revenue Credited to the Vote" and “Receipts 
Credited to Revenue", 
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- additional standard object titles, 

- new manpower occupational categories, 

- revised statutory references, 

- new grants or contributions titles approved by 


Treasury Board, 
- additional standard Printers Plates, 
= additional non standard material, 
- correction of errors in the manuscript, and 
- required deletions 


‘All changes are to be made on the original of the 
manuscript provided. The changes are to be legible, in 
both languages, and are to clearly indicate the change to 
be made. They may be written or typed. In cases where 
it is not possible to use the original of the manuscript, 
retype the page or pages, including changes, on 8 1/2 x 
14 paper and ensure that the eleven digit code is shown. 


The corrected manuscript is to be returned to Treasury 
Board within two weeks of receipt by Departments. Upon 
receipt of the corrected manuscript Treasury Board will 
incorporate the changes and corrections in a new 
manuscript, two sets of which will be forwarded to 
Departments. It may be necessary to revise this 
corrected manuscript more than one time. In all cases 
the original of the last copy received from Treasury 
Board is to be up-dated and returned to Treasury Board 
for correction. A cut off date for the revision process 
will be struck at which time the original of the latest 
manuscript in the hands of the Department will be used as 
a master for the Printers Plates portion of the formal 
Main Estimates submission. 


Only pages with changes need be returned to Treasury 
Board during the revision process described above. In 
addition, the manuscript for Plate J is to be retained by 
the Department for inclusion in the main Estimate 
submission as it is assumed that the detail of projects 
will not be known until close to the formal submission 
date. Manuscripts with column headings for J Plates will 
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be provided to those Departments with major Capital 
Projects tables in the Current Year's Main Estimates. 
Departments with projects appearing for the first time 
should type the material on 8 1/2 x 14 paper using the 
illustration on page 5.55 as a guide. 


General Instructions 


The instructions in paragraphs 40 to 73 inclusive apply 
in the up-dating of the pre-printed manuscript described 
above and in the preparation of the Main Estimates 
submission itself. Generally, the instructions on 
wording will apply to the former and those concerning 
amounts to the latter. 


In completing Printer's Plates: 


- Do not alter the form and content of Printer's 
Plates, from the form of the Current Year 
without advance consultation with Treasury 
Board staff. e 


- Reproduce jallwPrinter*s*Plateseon one ?side only 
for submission to Treasury Board. 


- Use the translations contained in the revised 
booklet of Estimates Terms issued by the 
Program Branch of the Treasury Board in August 
LOW ir All translation units have copies of 
this publication. 


= Ensure that the submission includes all the 
required Printer's Plates. 


- Express all amounts to the nearest thousand 
dollars and omit the last three zeros, except 
in the case of Printer's' Plate €¢ and kK. 
Figures on Printer's Plate C, which sets out 
the detail to be included in appropriation 
acts, and on Printer's Plate K, which lists 
grants and contributions, are to be expressed 
in fuld.and to thexdollan; 


- Discuss with Treasury Board staff in advance 
any forecast expenditures on Printer's Plates 
D and K which exceed tabled Estimates and have 
not already received program approval. ¢ 
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- When revising the manuscript, particularly when 
it is to be used to reproduce Printer's Plates 
for the Estimates submission, ensure that 
typists follow the illustrations and manuscript 
closely in the use of upper and lower case, 
brackets, indentations, leaders (dots), 
punctuation and other points of style. A 
properly completed Printer's Plate enables the 
material to be forwarded to the printer with a 
minimum of editing. 


Printer's Plate A - General Summary (Example Page 5.03) 


41,./ This Printer's Plate is to provide a summary of the 
Estimates of a Ministry by Department, Agency and by 
Program. Vote titles are abbreviated and total Estimates 
requested are compared with Estimates tabled to date for 

‘the Current Year. Changes are highlighted and the actual 
expenditures for the Past Year are shown. The original 
is to be signed by the Minister indicating his approval. 


) 42.) Include in the second column of this Plate the amounts of 
Estimates including Supplementary Estimates tabled for 
the Current Year at the time the Main Estimates 
submission is due. 


43.| The responsibility for the preparation of this plate 
including the assignment of vote numbers within a 
Ministry lies with the unit designated by the Minister 
for these purposes. In completing this Printer's Plate: 


- Omit page numbers. 


- Use the following abbreviated standard vote 
titles. The titles are not to be preceded by 
the program name on this Plate except for the 
purpose of identifying a legal entity requiring 
a vote(s) other than the standard program 
vote(s) such as that displayed for the National 
Parole Board on Printer's Plate A in the 
illustration in Chapter 5. No non-standard 
words are to be added. 


(a) Operating expenditures 
(b) Capital expenditures 

2) (c) Grants and contributions 
(ad) Program expenditures. 
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A SA 


= Use an appropriate abbreviation for non- 
standard vote titles and Statutory items. Non- 
budgetary items for which entries are required 
in the Current Year or Past Year columns and 
not required in the New Year are to be grouped 
in each program under a single line entry 
titled "Appropriation(s) not required for 19xx- 


aay In those instances where there are no 
other non-budgetary items in the program, the 
entry should be titled "Non-budgetary 


appropriation(s) not required for LOMK =x Xiese oe 


- Number votes in sequence within a ministry 
starting with number 1, then 5, 10, 15 etc. in 
increments of 5 to permit the insertion of new 
votes in appropriate places where necessary. 
While it is desirable to retain the same _ vote 
numbers from year to year, Treasury Board, or 
the Ministry, may find it necessary to alter 
the vote numbering structure from time to time. 


Printer's Plate C - Program Summary by Vote (Example 5%.07) ¢ 
Page 


This Printer's Plate sets out the complete vote wording 
and the amounts which, when approved by Parliament, will 
be included in the related appropriation act. The full 
title of each statutory item with its correct statutory 
reference is also set out on this plate and is to appear 
after the voted budgetary items. 


Include in the second column of this Plate the amounts of 
Estimates including Supplementary Estimates tabled for 
the Current Year by the time the Main Estimates 
submission is due. 


Amounts on this Printer's Plate are to conform with those 
on Printer's Plate A for the items except that the last 
three digits will be shown in each case. In most cases, 
the last three digits will be zeros, but for some grants, 
deficits and pensions, this will not be the case _ since 
such items are shown in Estimates to the dollar. 


Where there is an appropriation not required for the New 

Year and an entry is required in the Current Year column, 

the full vote title for each item is to be shown except : 
that lengthy wording should be precised. Where entries ¢ 
are required in the Past Year Column only, they are to be 

grouped opposite the title" (Other) Appropriation(s) not 

required for 19xx-xx..." 
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Printer's Plates Dl to D5 = Program by Activities 
(Example page 5.11) 


This bilingual presentation consists of Printer's Plates 
Dl to D5 depending on the number of sub-votes in the 
program and whether or not there are non-budgetary items. 
It displays the activities making up each program and the 
amounts in thousands of dollars of each vote or’ sub-vote 
which pertains to each activity. 


The activity structure on this manuscript is to be the 
structure most recently approved by the Treasury Board. 


A separate Printer's Plate is to be used for each sub-. 
vote, for the total of all sub-votes where there is more 
than one sub-vote involved, and for all non-budgetary 
items associated with the program. Insert leaders (dots) 
‘where the amount is to be left blank. 


In completing this Printer's Plate: 


- enter the total man-years planned by activity. 
The total authorized for the program is to 
agree with the total of the first column on 
Printer's Plate H. 


~ under the heading "Receipts and Revenues 
Credited to the Vote" itemize major sources of 
revenues which are recoverable and may be re- 
spent under authority provided in the vote 


wording or substantive legislation. Small 
amounts are to be grouped under a title 
“Other 2, 


- under the heading "Receipts credited to 
revenue" itemize those major sources of 
receipts directly arising from the expenditures 
made under the program and credited to the 
Consolidated Revenue Fund; small amounts are to 
be grouped under a title "other" and amounts 
are to represent cash collected; revenue earned 
but not collected is to be omitted. 


- ensure that the estimate of the value of 
services provided without charge to other 
departments and those received from other 
departments are the amounts that other 
departments are to show for these entries in 
their Estimates submission. 
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Printer's Plates El to E3 - Program by Activities 
(Revolving Funds) (Example page 5.61) 

This is a special requirement for revolving funds, that 
is, operations or programs financed by revolving funds 
rather than specific annual appropriations. The normal 
pattern is that such operations charge their expenditures 
initially to revolving funds, and finally to the 
customers of the services they provide. These "program 
type" revolving funds are defined in Treasury Board 
Circular Letter 1970-7. Working capital advances are not 
to be included in the Estimates. Since all Revolving 
Funds are required to pay for services provided by other 
departments as from April 1, 1970, no separate entry 
identifying "Services provided without charge by other 
Departments" is required. The costs of these services 
and interest costs are to be included in the activity 
‘amounts shown on this Plate. 


The Circular Letter referred to above details 
requirements covering advancement for capital purposes 

where the accumulated provision for capital replacement ¢ 
is insufficient to finance the New Year capital 
expenditures. The example illustrates such a= situation 

but no vote wording is illustrated. The vote wording in 

particular instances will be a matter for development as 

the occasion arises. 


A Printer's Plate H is required for those revolving funds 
whose operations include costs for manpower. 


Printer's Plate F - Program Description (Example page 5.41) 


This Printer's Plate is to provide a statement of the 
objectives (and in some cases, sub-objectives) of the 
program followed by a factual description of each 
activity making up the program in relation to the program 
objectives. This description should include non- 
budgetary requirements. An activity description is not 
required where no amount is shown in the New Year 
columns. Descriptions may relate to the _ sub-activities 
of each activity and quantitative data are to be inserted 
wherever appropriate. 


The material on this Plate is to be that most recently 
approved by Treasury Board 
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Printer's Plate F = Program Description (Revolving Funds) 
(Example page 5.07) 


A Printer's Plate F is to be used for each revolving 
fund. In addition to the requirements for other programs 
set out above, the Program Description section is to 
include the basic authority for the fund (Appropriation 
Act or Legislation), the purpose for which it was set up 
and sources of its revenues. 


Printer's Plate G - Objects of Expenditure (Example 
Page 5.4% . 


This plate is to show a breakdown of the budgetary total 
(i.e. excluding non-budgetary items, which are not coded) 
for each program by standard object. The objects are to 
be shown and sub-totalled under the sub-vote headings and 
‘are to be those set out on page 4 of the Management 
Improvement Policy Circular of August 4, 1966 (MI-8-66 as 
amended July 1969) on "Expenditure Coding” except that: 


STs 


58. 


(a) Object (1) "Personnel" should be broken down 
into "Salaries and Wages (Economic Objects 0101 
to 0116 inclusive) and "Other Personnel" 
(Economic Objects 0120 to 0146 inclusive) ; 


(b) Object (10) “Transfer Payments" should be 
called "Grants, Contributions and Other 
Transfer Payments". 


(c) Object (13) should be called "Receipts and 
Revenues Credited to the Vote". 


(d) Object (14), “Receipts Credited to Revenue", is 
not displayed in this Printer's Plate. 


Printer's Plate H - Manpower (Example pages 5.51 and 5.69) 


This Printer's Plate sets forth for each program, the 
man-year and strength picture for the Estimates Year, the 
Current Year and the Past Year. Detail is to be limited 
to the occupational categories contained in the 
classification system. The .man-year figures are _ to 
include all casuals, including construction casuals. and 
the actual or expected utilization of man-years for 
continuing (full-time) employment. The latter element is 
to be calculated as described on page 4. . As with the 
manpower material in the Program Forecast submission, the 
terms "Man-Years" and "Strength" are to have the meanings 
given them in Treasury Board Circular Letter No. 1970- 
131, Manpower Allocation and Control. 


59. 
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60. 


61. 


62. 


63. 


64. 


65. 


Casual man-years are not to be shown separately on this 
plate: they are to be included in the appropriate 
occupational category. 


The Estimates Year columns are to show the authorized 
man-years and the planned year-end strength respectively. 
The first two columns of the Current Year are to show the 
man-years and strength figures included in Main Estimates 
and Supplementary Estimates tabled to the submission date 
for the Current Year. The third column is to show the 
actual full-time employees on strength on Sept. 30 of the 
Current Year. The Past Year figures to be used are those 
shown in the Current Year's Main Estimates. 


For the New Year and the Current Year, the percentage 
increase or decrease (to one decimal point) in man-years 
from the previous year is to be shown for the program as 


‘a whole. Where the total man-years for the New Year 


differs from the total man-years for the Current Year by 
5% or more, a brief and factual footnote explaining the 
change is to be entered on this Printer's Plate. 


Printer's Plate J - Major Capital Projects (Example 
Page 5. 


This Printer's Plate is to set forth, individually by 
activity, each capital project with a total cost in 
excess of $250,000 where there are proposed expenditures 
in the New Year. No attempt is to be made to show the 
total for each activity or for the program: these data 
can be found on Printer's Plate D2. 


It is expected that the list will show only those 
projects for which program approval has already been 
obtained in accordance with the procedures described in 
Treasury Board Circular Letter 1970-5. 


In completing this Printer's Plate: 


- give activity title in description column and 
immediately below list projects over $250,000. 


- in the case of multi-phase construction 
projects, or equipment projects which represent 
a stage in the development of a piece of 
equipment from a feasibility study through a 
pre-production phase and on into a production 
phase, each phase is to be considered a 
"project" for the purpose of this Printer's 
Plate. The submission to Treasury Board 
seeking program approval for the project should 
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fix the phases or "projects" involved. Where 
this is not done departments should consult 
with Treasury Board staff on the description 
for Estimates purposes of the “project". 


~ for projects of a continuing nature such as the 
annual requirement for vehicles or 
communication equipment, entries should be made 
only in the "Currently Estimated Total Cost" 
and "Estimates" columns. 


- the wording used for both construction and 
equipment projects should be proposed when 
approval for the project is obtained as 
required by Circular Letter 1970-5, or as in 
the Current Year's Estimates. 


- the amount to appear under "Previously 

Estimated Total Cost" will be the total cost 

for the project in the Current Year's Estimates 

including Supplementary Estimates tabled by the 
oJ submission date. 


~ the total of the "Forecast Expenditures to 
Current Year", the “Estimates New Year" and the 
"Future Years Requirements” must add up to the 
amount in the "Currently Estimated Total Cost” 
column. 


> insert after the project title, the Treasury 
Board Minute number which approved the project. 
This reference is for Treasury Board staff use, 
and will be deleted prior to printing. 


Printer's Plate K = Grants and Contributions 
Example page 5.57 


66. | Both grants and contributions are disbursements other 
than payments for goods or _ services. Grants and 
contributions are defined in Circular Letter 1971-18. 


67. | Restrictive vote wording will prevent upward adjustment 
of grants within a vote or the payment of grants not 
listed in the Estimates. With Treasury Board approval, 
however, the amounts shown in the -Estimates for 
contributions may be adjusted, and contributions not 

> listed in the Estimates may be paid. New contributions 
- approved by Treasury Board during the Current Year prior 


68. 


69. 


70. 


ra. 


Ue 


Loe 
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to the submission date are to be included on this plate. 
New grants or increases in existing grants approved by 
Treasury Board for inclusion in Current Year 
Supplementary Estimates are to be shown on this plate as 
well. These grants not included in tabled Supplementary 
Estimates should be footnoted “Not yet included in 
Estimates before Parliament” or "Increase of $xxx not yet 
approved by Parliament”. 


This Printer's Plate will provide legal authority for the 
grants, for which Parliamentary authority is 
traditionally sought in Estimates. Accordingly, 
descriptive material for such grants must accurately 
describe the purpose of the payment and amounts must be 
shown to the dollar. 


For each program the grants should be listed first, 


‘grouped by activity, followed by the contributions, 


grouped by activity. Sub totals are to be shown for each 
activity and a total for the program which agrees with 
the total shown on Printer's Plate D3 for Total Estimates 
and the amount on Printer's Plate G for the Grants and 
Contribution sub-vote. 


Statutory items coded to Object (10) are to be shown on 
this Printer's Plate preceded by the letter (S). 


Grants and Contributions with amounts in Current Year 
column only are to be included in the activity listing 
under the heading "Item(s) not required for 19xx=-xx". 


The wording to be used for new grants and contributions 
should be proposed at the time Treasury Board approval in 
principle is sought for the payment. Changes in the 
wording of existing grants or contributions should be 
discussed with Treasury Board staff before September l. 


Wording in grants items that gives authority for spending 
in future years or alters the terms of a special account 
to which the grants are to be credited, is to be included 
in the Vote title itself and repeated in the grants title 
on this Plate. 
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® 


74, 


Wile 


76. 


AMENDMENTS TO PRINTER'S PLATES (Example Pages 4.33 and 4.34) 


Procedure 


An amendment submission is to be prepared and forwarded 
each time changes are to be made after the main Estimates 
submission in either the amounts or narrative in 
Printer's Plate's A-K inclusive. This procedure is to be 
used rather than re-typing and submitting a revised 
Printer’s Plate. Departments and agencies are to prepare 
and submit amended submissions as soon as a revision is 
identified so that Treasury Board copies of Estimates are 
up-to-date at all times. 


A separate amendment is required for each program and: 
should include the following information: 


(a) Date of amendment; 
(b) Department; 
(c) Program; 


(d) Printer's Plate to be revised should be 
identified by letter A, C, etc. When the 
amendment affects more than one plate, the 
plates should be listed in alphabetical order 
within each program; 


(e) The line, column, sub-vote, etc. should be 
identified and each entry should give the 
information as it "now reads" followed by what 
it "should read". Only those columns which 
change need be shown in the amendment 
submission; 


(f) The reason for the amendment; and, 


(g) Any necessary revised supporting material. 


In the case of amendments to narratives or vote wordings 
it will be necessary to not only identify the Plate but, 
also the paragraph and line. When a further amendment is 
required, the date of the previous amendment is to be 
shown. 
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No special form is provided for this purpose. Amendments 
should be prepared using the following examples as 
guides. 


The amendments are to be submitted on 8 1/2" x 11" paper 
and Treasury Board will require 6 copies of each. Any 
request for an increase in a submitted vote, for a new 
vote or for the broadening of the ambit of an existing 
vote is to be signed by the Minister. Other amendments 
may be signed by a responsible officer of the department. 


MAIN ESTIMATES = INSTRUCTIONS 
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DATE 


AMENDMENT TO PRINTER'S PLATES 


DATE: November 30, CY 
DEPARTMENT : 
PROGRAM: Social Program 


PRINTER'S PLATE TO BE AMENDED: 


Indian Affairs and Northern Development 


Rev. 


Aug/71 


DESCRIPTION NOW READS SHOULD READ 
Proposed Proposed 
Printer's Plate A NY Change NY Change 
Total Program 176,000 21,000 174,000 1977000 
Summary A Department 
Total Budgetary 280,600 24,600 278,600 22,600 
Printer's Plate C 
Vote 5 175,000,000 21,000,000 173,000,000 19,000,000 
(Sub-Total) 176,000,000 21,000,000 174,000,000 19,000,000 
Total Program 177,000,000 21,000,000 175,000,000 19,000,000 
Man-Years Estimates Man-Years Estimates 
Printer's Plate Dl Authorized NY Change Authorized NY 
Administration 954 9,440 978 953 7,440 
(sub-total) 954 O7 5218 4,062 953 9:51,121:8 
Total Estimates 954 97,100 3,944 953 957,200 
Total Cost of ‘Program - £097°361 Si LO - 107,361 
Printer's Plate D4 
Administration 9,991 782 7,991 
(sub-total) by fr ee as 3) LSI AES 3 17S. p739 
Total Estimates L725, 259 L673 17 3.759 
Total Cost of Program 187,420 20,439 185,420 


change 


(1,900) 
2,062 
1,944 
6,210 


(1,218) 
16,753 
14,173 
18,439 
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AMENDMENT TO PRINTER'S PLATES (Cont'd) 


Printer's Plate F - Program Description 


Now reads: 


lst paragraph - 2nd line 


"construction, direction, operation and preservation of 


existing and new parks, historic sites....." 


Should read: 


"development, operation, maintenance and preservation of 


existing and new parks, historic sites....." 


DESCRIPTION 


Printer's Plate G 


Salaries and Wages (1) 
Professional and 
Special Services (4) 
(sub-total) 
Total Estimates 


Printer's Plate H 


Operational 
Total 


NOW READS 
Estimates 
NY Change 
eA le aeiloyal ee 
48,438 4,562 
7 5 739 14,460 
75, 1.59 16,173 
Total Man- 
Years 
Authorized 
1,647 
5,314 


SHOULD READ 


Estimates 
NY 


27,847 


46,442 
1755790 
173,159 


Total Man- 
Years 
Authorized 


1,646 
a ,oL3 


Change 
168 


2,566 
12,860 
nil ye 


Reason: The revision of one man-year and the reduced use of consulting 
services was the result of the transfer of the responsibility 
for conducting various studies on Indians and Eskimos in the 
North to the Territorial Government. 
Program description is required to clarify Program Objectives. 


The revision to the 
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PROGRAM INFORMATION 


Program Highlight Schedules (Not illustrated) 


A department may wish to prepare summary schedules which 
present an overall view of a Department's requirements 
for a program. The use of this type of presentation is 
optional and the type of information presented, if any, 
is up to the Department. Some examples are: 


- summary of estimates for a program by activity; 
and 


- graphic presentations of estimates trend. 


These all-inclusive schedules may contain a variety of 
information and may be presented in any format that the 
‘Department wishes. Their purpose is to give _ senior 
departmental management and Treasury Board an overall 
picture of a program without having to refer to several 
schedules. Since this type of schedule is designed to 
present a maximum amount of information it may have to be 
reduced by a photographic reduction process. 


Program Memorandum (Example pages 5.71 and 5.72) 


The purpose of this memorandum is to up date the Program 
Memorandum contained in the Program Forecast submission 
by emphasizing changes in the financial implications of 
the program from the earlier submission for the benefit 
of senior departmental officers and Treasury Board staff. 


Since the circumstances of each department will vary, no 
Single form of presentation can be prescribed. Some 
general guidelines, however, are to be followed: 


- the memorandum is to indicate any changes in 
program objectives and policies since the 
Program Forecast which have an effect on 
financial requirements. 
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- major differences between the budgetary 
expenditure ceilings struck for the Estimates 
year following the Program Forecast review and 
the totals proposed in the Main Estimates 
submission are to be disclosed and explained. 
Where the dollar ceiling figure is exceeded as 
a result of under-estimating the cost of a 
level of output agreed to after the Program 
Forecast review, the consequences of reducing 
the Estimate to the dollar ceiling should be 
clearly set forth. 


= major differences in the forecast of 
expenditures for the Current Year between the 
Program Forecast submission and the Main 
Estimates submission are to be disclosed and 
explained. 


The Category - Group Salary Costing 


The following method of costing salary requirements is to 
be used by all departments and agencies, except for armed ( 
services personnel and uniformed personnel of the 

R.C.M.P. The column numbers below refer to columns in 

the illustration which follows. 


Colss1 The average annual rate in effect on April 1 of 
the Current Year for members of the Group in 
the program. (Take gross salary for each 


employee within a Group, from the preceeding 
month-of=-March payroll, and obtain average 
salary for the Group). 


Col. 2 The percent adjustment, as derived from actual 
rates of general salary increases, for 
agreements signed but which was not reflected 
in the March pay of the Past Year (i.e. in the 
amount used in arriving at the average salary 
shown in Col. 1). 


Core ic The rate adjusted after applying the percentage 
increase shown in Col. 2. 


Col. 4 The average annual rate, inclusive of a percent 
allowance for promotions, reclassifications and 
annual merit increases for the Current Year 
(CY) and the New Year (NY) to be announced by ¢ 
Treasury Board in the annual letter calling for 
Estimates, 
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The expected man-year utilization for the Group 
for the New Year (NY). 


Col. 6 The expected salary costs for the Group for the 
New Year (NY), exclusive of any provision for 
general salary increases for periods not 
covered by collective bargaining agreements. 


Cola! An assumed provision for general salary 
increases, using the percentages announced by 
Treasury Board, in the annual letter calling 
for Estimates, pertaining to periods not 
covered by collective bargaining agreements. 


Cols 8 Provision for general salary increases (Amount 
in Col 6 x percent in Col. 7). The total of 
amounts in this column will be known as_ the 
"Salary Adjustment Reserve Allotment". 


Col. 9 Forecast total salary cost for the Group for 
the New Year (NY). (Col. 6 plus Col. 8) 


The total man-years of Col. 5 for all Groups must equal 
that shown in Printer's Plate "H" for the program. The 
sub-total of Column 9 should be struck for regular time 
salaries and wages and to this should be added estimated 
overtime expenditures to give the total salaries and 
wages forecast for the program. This should equal the 
amount shown for Object 1 "Salaries and Wages" on 
printer's plate "G". 


When an amendment to printer's plates is made which 
affects salaries and wages, a revised salary costing 
schedule must be submitted. At all times the totals on 
the salary costing schedule must be the same as shown on 
printer's plates for salaries and wages and for man- 
years. 


For agencies designated as separate employers under the 
Public Service Staff Relations Act, the same costing 
method is to be used except that the groupings will be 
those used in salary determination and collective 
bargaining. 
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ACTIVITY INFORMATION (Example page 5.73) 


General 


A standard form of presentation is to be used to. support 
the "Program by Activity" information contained on 
Printer's Plate D. Separate forms are to be used to 
support each activity and there is also to be a separate 
form for each of the three types of sub-votes within each 
activity where applicable. All schedules and information 
ona single activity are to be grouped within the 
submission. The summaries will contain financial and 
manpower information as applicable: 


- by sub-activities or projects and 
- by standard objects of expenditure 


Summaries may, however be structured to reflect the 
nature or purpose of the various types of operations 
making up the activity and to show the Departments’ way 
of thinking about future costs. If after study it is 
found that the activity is of so homogeneous a_ character 
that there are in reality no sub-activities, a 
responsibility centre or regional breakdown will have to 
be used. 


on, 


The purpose of the Activity Summaries is to relate the 
amounts requested in the Main Estimates to the levels 
established following the Program Forecast review, and to 
provide information on specific resource requirements. 


Supporting narratives are to be prepared for each sub- 
vote or Activity Summary. The purpose of the narrative 
is to highlight and comment on the unusual features of 
the schedules. In preparing the narratives: 


- include items on an exception basis only where 
there is something worth saying or where the 
information on the schedules would be otherwise 
misleading; and 


- explain all departures from the detail provided 
in support of the Program Forecast. 


During the Program Forecast review the Board or Board 

staff may raise questions - for example, on alternative ( 
courses of action - which cannot be answered at that 

time. Explanatory notes will be expected to deal with 

these questions. 
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Operating (Expenditures) 


92.| This schedule _ shows both financial and manpower 
information by sub-activity. Standard object information 
is shown only for the activity as a whole. 


93.]| The “total man-years”™ figures include the man-year usage 
for full-time positions and for casual assistance. The 
man~year equivalent for full-time positions is to be 
derived by abating the number of full-time positions to 
reflect: 


(a) anticipated turnover during the year, and 
(b) delays in recruiting. 


The abated numbers will be the man-year figures and will 
be shown in brackets under the "Strength" figures. 


94.1! In completing this form: 
- enter data in order of sub-activities, (and 
© objects of expenditure), providing appropriate 
headings to eliminate any uncertainty as to the 
nature of the information; and 


- use separate pages if each type of information 
requires one page or more, 


95.| In presenting explanatory notes: 


- indicate standards used in determining amounts 
required; 


- explain major or non-recurring expenditures 
which distort Current Year's Estimates; 


- comment on any unusual trends or relationships 
in the schedules; and 


- cross-index the schedules to the narrative. 


Capital (Expenditures) 


96.| Two separate schedules are to be prepared for each 
activity where "construction and acquisition" sub-votes 
exist. 


© - The first schedule is a listing by standard 
objects for the PY, CY and NY 


97. 


98. 
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- The second schedule is a listing of the general 
categories or kinds of projects (under 
$250,000) provided for in the Estimates 


submission but not identified on Printer's 
Plate J. A single entry showing the total of 
the items on Printer's Plate J is sufficient to 
reconcile to the activity total of Capital 
Expenditures shown on Printer's Plate D2. 


This listing is to be adequate to disclose the essential 
nature of the department's capital program. Small, 
recurring expenditures are not to be detailed. Each 
department is to consult the Treasury Board program’ 
officer and reach agreement on the dollar amount below 
which categories or kinds of project will not be listed. 
It is expected that this limit will vary from department 
to department. In explanatory notes significant changes 


-in the approved cost of projects should be explained. 


Grants and Contributions (not illustrated) 


Explanatory notes are to be prepared for each activity in 
which provision is made for increases in grants listed in 
the Program Forecast submission or for new grants. Such 
changes are to be identified and an explanation given for 
each, Treasury Board minute numbers are to be shown for 
those for which program approval has been given. 
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G. OTHER INFORMATION 


Program Revenue Summary (Example Page 5.85) 


99. | A summary is to be prepared providing data on the amounts 
of revenue to be shown on Printer's Plate D "Program by 
Activities”. This includes both revenue which is 
available for further expenditure as permitted in the 
vote wording, and revenue which is credited to the 
Consolidated Revenue Fund. In the latter case, the 
revenue items are to be limited to those that arise 
directly as a result of expenditures provided in the 
votes. Questionable items are to be discussed with 
Treasury Board staff before inclusion. 


100.J] Revenue which may be credited back to the vote for 
respending is to be shown separately from revenue that is 
‘credited to the Consolidated Revenue Fund. Where a 
single schedule is used to report both types of revenue, 
a total is to be shown for each. Since the major sources 
of revenue will be identified on Printer's Plate D it 
will only be necessary to detail the revenues shown under 
the "Other" entries; the major sources may be grouped in 
one entry so that the totals shown in this summary will 
agree with the two totals on Printers Plate D. 


101.] If possible these revenues should be related to _ the 
specific activities which generate them and explanatory 
notes are to be attached wherever this will aid in 
understanding the analysis. 


Program Services Provided Without Charge 
by ather Departments (Example page aL) 

102.| A summary is to be prepared for each program showing 
services provided without charge by other departments and 
to show the cost of accommodation the department occupies 
in its own buildings as shown on Printer'‘s Plate D 
"Program by Activities". The summary is to identify the 


departments providing service, the type of service and 
the rates or basis for each type of service. 


103.| Explanatory notes are to be attached wherever this will 
aid in understanding the analysis. 


104.) This summary is to be revised whenever the material is 
affected by an amendment to Printer's Plates. 
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Services Provided Without Charge to Other Departments 
(Not illustrated) 


105} A standard form of presentation is to be used to provide 
details on the cost of services provided without charge 
to other departments as shown on Printer's Plate D 
"Program by Activities” of the user Departments. 


106}, Since the basis of estimating the costs of services 
provided without charge to other departments will have 
been established at the time of the Program Forecast 
submission, the purpose of this form is to up-date 
estimates of the quantity of services required based on 
decisions made by the benefitting Departments in 
preparing their Main Estimates. It is the responsibility 
of the providers of these services to ensure that user 
departments are provided with this information for 

“inclusion, by program, in their Estimates submissions. 


107, Two forms are to be completed: 


= the first to identify the types of services ¢ 
provided and the items making up such services; 
and 

= the second to identify the Departments 


receiving services. 


The first form is to show the types of services and basis 
of the charges to other departments; the second form is 
to show the departments receiving service which will 
permit Treasury Board staff to check amounts included in 
the Estimates of benefitting departments as "Services 
provided by other departments" to ensure that the 
Estimates are arithmetically correct. 


108, Explanatory notes are to be attached wherever this will 
aid in the understanding of the analysis. In such notes, 
emphasis should be placed on justifying the unit cost 
being charged to other departments, since the benefitting 
departments are responsible for justifying their need. 


109} This summary is to be revised whenever the material is 
affected by an amendment to Printers Plates. 
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Continuing Full-Time Employment by Occupational Category, 
Group and Level (Example pages 5-08 and 5-89) 
110.| The purpose of this schedule is’ to indicate the 
occupational profile by showing the required distribution 
of the approved target for the number of continuing full- 
time employees at the end of the Estimates Year (NY) by 


occupational group and level within the classification 
system. 


111./ In completing this schedule: 


- the total of the continuing full-time employees 
in the first column will correspond with the 
planned year-end strength. 


- in the case of the columns headed one to eight, 
insert the number of employees expected at each 
level. In the case of occupational groups with 
more than eight levels, use a second line, 
placing the number of requirements in level 9 

®D in brackets on a second line under level 1, 
requirements in level 10 in brackets under 
level 2 and so forth. 


- in those occupational groups for which 
classification conversion is not complete and 
entries can only be made in terms of class’ and 
grade, where possible state the expected 
occupational group and enter the existing class 
title in brackets. 


- the actual mid-year and the expected year end 
strength for the Current Year is to be shown by 
category and group only. 
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SOLICTITOR..GENER Aln.— Chia OVAL 


DEPARTMENT CANADIAN MOUNTED POLICE DATE Rev. Aug/71 
PROGRAM LAW ENFORCEMENT 

SUBJECT Program Memorandum (page 1 of 2) 

SUB-VOTE ALL 


CHANGES IN PLANS 


The plans of the R.C.M.P. are the same as those set out in the 
Program Forecast submission with one exception. A decision 

has been made to install photograph transmission equipment in each 
division of the Force. The prime function of this equipment is 

to transfer tingerprints. The equipment will cost approximately 
$2,500,000 of which $1,300,000 will be spent in the new year. 


COMPARISON WITH BUDGETARY 
EXPENDITURE CEILING 


Distribution 
of Budgetary ($000 's) 
Expenditure Submitted Increase 
Sub-Vote Ceiling Estimates (Decrease) 
Operating Expenditures 99,477 99,677 200 
Capital Expenditures 5,000 6,300 1,300 
Grants and Contributions 9,152 S52 ~ 


TOTAL LPS 0e? ae, Le DOO 


The $200,000 increase for the "Operating Expenditures" element is to 
provide for the costs of combatting the increase expected in 
counterfeiting in the "Enforcement of Federal Statutes and Executive 
Orders" Activity. 


The $1,300,000 increase for the "Capital Expenditures" element is 
the amount to be spent on photograph transmission equipment. The 
"National Police Services" Activity will bear the cost of this 
equipment. 
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DEPARTMENT CANADIAN MOUNTED POLICE DATE Ray Aug/71 © 
PROGRAM LAW ENFORCEMENT 

SUBJECT Program Memorandum (page 2 of 2) 

SUB-VOTE ALL 


REVISION OF CURRENT YEAR EXPENDITURE FORECAST 


In Fn. 

Program Main 

Forecast Estimates Increase 

Sub-Vote Submission Submission (Decrease) 

Operating Expenditures 91,838 Oy 93'S 100 
Capital Expenditures 5,600 5,600 - 
Grants and Contributions 9,084 9,084 eh 

106,522 1067622 100 


The $100,000 increase for the "Operating Expenditure" element is due 
to an increase in the number of recruits and affects the "Support 
eervices" Activity, 


Se ee a ee es ee 
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MAIN ESTIMATES N Y PAGE 5.73 
SOLICITOR GENERAL - C - ROYAL 


CANADIAN MOUNTED POLICE Oe wana yenn 


LAW ENFORCEMENT 
Activity Summary - National Police Services (page 1 of 3) 


Operating Expenditures 


DESCRIPTION -—__——. cee pte ee eee: 


PY ey earn AIRES 


BY SUB-A 


Identif 
Crime D 
Labora 


BY STANDARD OBJECT 


Personnel 
Transportation and Communications 
Information 


Profess 
(note 
Rentals 
Purchas 
Utada ti. 


Supplies 


CriVvity 


ication Branch 
etection 
tories “(note 1) 


ional and Special Services 
2) 


ed Repair and Upkeep 
es, Materials and 


MAIN ESTIMATES N’ Y PAGE 5.74 


SOLICITOR GENERAL - C - ROYAL B, 

DATE ae 771 
DEPARTMENT GanaDIAN MOUNTED POLICE Rev. Aug/ 
PROGRAM LAW ENFORCEMENT 


SUBJECT Activity Summary - National Police Services (Page 2 of 3) 
SUB-VOTE Operating Expenditures 
PLANNED PLANNED PLANNED STRENGTH 
. STRENGTH 
DESCRIPTION ea Meldiieiba MARCAGT: SEPT. 30, 
NY NY Cy. CY 
BY SUB-ACTIVITY 
Identification Branch 200 195 200 196 181 
Crime Detection 
Laboratories 120 Lis 5 114 114 


* Man years of full-time 
employment 


TB 320-17 


DEPARTMENT 
PROGRAM 
SUBJECT 
SUB-VOTE 


MAIN ESTIMATES N Y PAGE, 5/75 


SOLICITOR GENERAL - C -— ROYAL 
CANADIAN MOUNTED POLICE 
LAW ENFORCEMENT 


Activity Summary - National Police Services (page 3 of 3) 


Operating Expenditures 


EXPLANATORY NOTES 


Note l Crime Detection Laboratories 
The four crime detection laboratories are part of 
"NPS" Division and are located at Ottawa, Regina, 
Vancouver and Sackville. The workload and unit 
cost information for each lab is as follows: 
Ottawa Regina Vancouver Sackville Aver 
Financial 
requirement ($000's) 265 150 230 205 2 
Personnel (man- 
years) 40 20 Bb 25 
No. of investi- 
gations 1,800 1,000 1, 500 900 13 
No. of investi- 
gations per person 45 50 43 36 
Average cost of 
investigation 147 £50 153 eet a 


Note 2 


TB 320-18 


The investigations conducted at the Sackville laborat 
are primarily concerned with criminal investigations 
through chemical analysis. This is a hichly speciali 
field and all analyses of this type are done at 
Sackville. The investigations usually take longer to 
complete than the routine laboratory investigations. 
This accounts for the low number of investigations 
per person and the high average cost. 


Professional and Special Services 


A study is planned for the new year to consider the 
feasibility of using a computer to perform finger- 
print searches and to perform other criminal 
identification functions. The amount set aside 

| fOr this Study is $407,000. 


DATE Rev. Aug/71 
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MAIN ESTIMATES N Y PAGE 5.76 
SOLICITOR GENERAL - C - ROYAL 


DEPARTMENT CaNADIAN MOUNTED POLICE DATE Rev. Aug/71 
PROGRAM LAW ENFORCEMENT 
SUBJECT Activity Summary - National Police Services (page 1 of 3) 


SUB-VOTE Capital Expenditures 


| - DESCRIPTION | 
eek ees ESTIMATES 


BY STANDARD OBJECT 


| Construction and Acquisition of Machinery 
and Equipment 100 


| 
| 
| 
| 
| 
| 
| 
| | 
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SOLICITOR GENERAL - C - ROYAL 


DEPARTMENT CANADIAN MOUNTED POLICE DATE Rev. Aug/71 
PROGRAM LAW ENFORCEMENT 
SUBJECT Activity Summary - National Police Services (page 2 of 3) 
SUB-VOTE Capital Expenditures 

$‘000's 


TOTAL COST NY 
DESCRIPTION 


IN 
CURRENTLY 

ESTIMATES ESTIMATES 
vege ac A SUBMISSION 


BY PROJECT 


Photograph Transmission Equipment (As 2,500 1,300 
listed on Printer's Plate J. Note 1) 
Projects under $50,000 


Laboratory equipment - 85 
Photographic equipment - 24 
Miscellaneous equipment = 33 

1,442 
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SOLICITOR GENERAL - C - ROYAL DATEARE vt RUG 7 


LAW ENFORCEMENT 


Activity Summary - Nationa? Police Services (padae 3 of 3) 


Capital Expenditures 


EXPLANATORY NOTES 


Note l: 


TB 320-18 


Photographic Transmission Equipment 


Photooraphic transmission equipment will be acquired 
for every detachment having more than 30 men, which 
amounts to 250 detachments. The acquisition will be 
spread over two years with 130 unites being acquired 
in the new year and 120 units in future years. The 
purpose of this equipment is to transfer fingerprint 
and other identification information such as 
photographs, to the central identification unit in 
Ottawa. This purchase was approved by TB 123456. 


No increase in operating and maintenance costs is 
forecast for the new year since the equipment will 
not be acquired until late in the year and it is 
anticipated that full utilization will not begin 
until new year + l. 


However, starting in new year + 1 it is estimated 

that one person will be required to run each machine 
or 250 people in all. The estimated cost per man for 
salary, overhead and material and supplies aS) 49:91,00.0'5 
The estimated operating cost of $2,250,000 per year 
will be spread among the various activities as follows: 


Enforcement of Police Services 1,200,000 
under Contract 


Enforcement of Federal Statutes 


and Executive Orders 900,000 
National Police Services 150,000 


S2 200,000 


The cost of the acquisition of the equipment is 
all charged to National Police Services for the 
sake of expediency. The operating costs will be 
borne by the divisions and activities that 
usually use the equipment. 
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DEPARTMENT SOLICITOR GENERAL - C - ROYAL 


@ CANADIAN MOUNTED POLICE DATE Rev. Aug/71 | 
PROGRAM LAW ENFORCEMENT 


SUBJECT Activity Summary - Administration (Page 1 of 3) 
SUB-VOTE Operating Expenditures 


| DESCRIPTION 


BY jSUB=ACTIVITY: 


ESTIMATES 


Commissioner's Office (note 2) 
Personnel Administration (note 2) 
Supply and Finance 

Central Registry (note 2) 
Telecommunications (note 1) 


BY STANDARD OBJECTS 


01 Personnel 
02 Transportation and Communications 
@ 03 Information 


04 Professional and special services (note 2) 
05 Rentals (note 1) 

06 Purchased repair and upkeep 

07 Utilities, materials and 

supplies 

12 All other expenditures 
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SOLICITOR GENERAL - C - ROYAL DATE Rey. Aug/71 


DEPARTMENT GaNADIAN MOUNTED POLICE 

PROGRAM LAW ENFORCEMENT 

SUBJECT Activity Summary - Administration (page 2 of 3) 
SUB-VOTE Operating Expenditures 


PLANNED 
STRENGTH 
MARCH 31, 


Gy. 


PLANNED 
STRENGTH MAN- 
MARCH 31, 


NY 


PLANNED 
MAN- 
YEARS 


NY 


STRENGTH 
SEPT. 30, 


CY: 


DESCRIPTION 


BY SUBRACTIVELY 


Commissioner's Office 

Personnel Administration 
(Note 2) 

Supply and Finance 

Central Registry 

Telecommunications 


BAAR TTS: 
C2 7L7:S.)% 


Phe PhP Na 
G20) 


* Man-years of full-time 
employment. 


DEPARTMENT 
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SUBJECT 
SUB-VOTE 


EXPLANATO 


Note l - 


Note 2 - 
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SOLICITOR GENERAL - C - ROYAL epee 
CANADIAN MOUNTED POLICE Rev. Aug/71 
LAW ENFORCEMENT 


Activity Summary - Administration (page 3 of 3) 
Operating Expenditures 


RY NOTES 
Telecommunications 


The average cost per facsimilie transmission has increased 
because the Force proposes to rent newly designed equipment 
at an annual rent of $9,000. This will improve the speed 
of transmissions. The increased cost per message is 
believed to be justified, because of the importance of 
speed in law enforcement. 


Professional and Special Services 


Since preparing the Program Forecast submission, the 

Force has decided to carry out an organizational study. 
$60,000 is provided under professional services for this 
purpose. This cost is charged to the Commissioner's Office, 
accounting for most of the increase in this sub-activity. 
Previously proposed changes in the personnel and central 
registry sub-activities are to be postponed, pending 
completion of the study, thereby permitting the total 
requirements for the activity to remain at the level forecast 
in the Program Forecast submission. 


ES SI eA CR EE EES: PSR EE: Leen eS eee 
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MAIN ESTIMATES N Y PAGE 5.82 
SOLICITOR GFNERAL - C - ROYAL 


, JT. 
DEPARTMENT CGanNADIAN MOUNTED POLICE DATE Rey. Aug/ 
PROGRAM LAW ENFORCEMENT . 

SUBJECT Activity Summary - Administration (page 1 of 3) 

SUB-VOTE Capital Expenditures 


| DESCRIPTION | xc ba 
PY ESTIMATES 
BY STANDARD OBJECT 


08 |Construction and Acquisition 
of Land, Buildings and Equipment. 845 733 1,500 


09 |Construction and Acquisition 
of Machinery and Equipment 350 350 361 


1,200 1,083 1,861 
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MAIN ESTIMATES N Y PAGE, 5. 83 
SOLICITOR GENERAL = C - ROYAL 


ry DEPARTMENT CANADIAN MOUNTED POLICE DATE, Rey. Aug/71 
4 PROGRAM LAW ENFORCEMENT 
SUBJECT Activity Summary - Administration (page 2 of 3) 
SUB-VOTE Capital Expenditures 


TOTAL COST 
DESCRIPTION 


IN 
ESTIMATES 
SUBMISSION 


CURRENTLY 
APPROVED 


ESTIMATES 


BY PROJECTS 
Projects (as listed on Printer's Plate J) Dip USO) Sette il eheees 1 dacs L500 


Projects under $250,000 


General Communications - - 161 
Miscellaneous . - = 200 
SS 
Lesow 
@ jaa aa 
)) 
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SOLICITOR GENERAL - C - ROYAL 

DATE Rey. Aug/71 
DEPARTMENT CaNADIAN MOUNTED POLICE ASS ( 
PROGRAM LAW ENFORCEMENT 
SUBJECT Activity Summary - Administration (page 3 of 3) 


SUB-VOTE Capital Fxpenditures 
Te eee ee ee re eee eee eS SS re 


| 
EXPLANATORY NOTES> 


Note 1 - Composite Mess Building 


At the time of the Program Review, detailed plans 

had not been prepared for this building. The 

Department of Public Works has now completed the 

plans and advises that the probable cost when 

tenders are called will be in excess of their ee 
original estimate. The increase has been caused 

by the following items: 


Increase in building costs - (5%) $40,000 
Decision to incorporate existing 

mess facilities in the one 

building to save on operating 

costs in future years 120,000 ¢ 


Change in materials to comply with 
N.C.C. request 40,000 


$200,000 
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SOLICITOR GENERAL - C - ROYAL 
CANADIAN MOUNTED POLICE 


PROGRAM LAW ENFORCEMENT 
SUBJECT Program Revenue Summary - 
SUB-VOTE 


$'000's 
DESCRIPTION 
| 


TB 320-20 


Receipts and Revenues Credited to the Vote 


Receipts and Revenues as detailed in 
Plate D. 
Revenue from other Departments for Police 
Services: 
Bank of Canada - Bank Guard Duties 
Department of Agriculture - Racetrack 
Supervision 
Department of Transport - Airport 
Policing 
Royal Canadian Mint 


Receipts Credited to Revenue 


Receipts as detailed in Plate D 

Other: 
Refunds of previous years expenditure 
Repayment by Members of the Force for 
kit and clothing 


DATE Rey. Aug/71 


26,000 28,100 


a 7o.00 20,260 
35 35 
5 2) 


17,600 20,300 


28,930 


245 
410 


790 
125 


30,500 


217300 


21,400 
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SOLICITOR GENERAL - C - ROYAL 


DEPARTMENT CANADIAN MOUNTED POLICE DATE Rey. Aug/71 
PROGRAM LAW ENFORCEMENT C 
SUBJECT Services provided without charge by other 


SUB-VOTE Departments (page 1 of 1) 


$’000's 
DESCRIPTION 


Department of Public Works 


Accommodation 1,400 
Department of Supply and Services 
Accounting and cheque issue service 500 
Treasury Board 
Contribution to superannuation account Sie 
Contribution to Canada Pension Plan 
Account and Quebec Pension Plan Account 400 
Employee surgical-medical insurance 
premium 203 
Department of Labour 
Employee compensation payments 6 
Post Office ( 
Carrying of franked mail 66 
2,887 


| | a 
| Accommogation in department's own 
building 1,000 le, 000 1.0.10 
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SUPPLEMENTARY ESTIMATES INSTRUCTIONS 
DATE 


INTRODUCTION 


This chapter describes the procedures to be followed 
preparing Supplementary Estimates submissions, and 
following chapter illustrates the form to be followed 
a typical Supplementary Estimates submission. All of 


6.08 


Sept./70 


in 
the 
nie 
the 


instructions in Chapter 4 relating to vote structure, 


all 


other general instructions, except those relating to the 
Main Estimates specifically, apply to all Supplementary 


Estimates. 


Items proposed for inclusion in any Supplementary 
Estimate are restricted to requirements that have 


received prior Treasury Board approval. Departments 


and 


agencies are expected to restructure priorities within 
existing programs and activities in order to provide 
offsetting reductions to finance Budgetary Supplementary 


Estimates items unless an overexpenditure 


| 
standard vote wordings, legislating in Estimates and 
Oho 


has 


specifically been authorized by Cabinet or the Treasury 
Board at the time the program changes were authorized. 


(Refer to paragraph 7 for details). 


Throughout this chapter when reference is made _ to 


Main 


Estimates, or Estimates already tabled, the reference is 


to such Estimates tabled in the fiscal year to which 
particular Supplementary Estimate applies. 


Purpose of Supplementary Estimates Submission 
Supplementary Estimates submissions are expected to: 


(a) provide information to be submitted 
Parliament; 


the 


to 


(b) provide explanatory material for use before 


parliamentary committees relative toe cre 
Estimates; 

(c) translate proposals into specific resource 
requirements (program, activitv, manpower, 


project ete.) ; and 


(ad) identify the source (within the applicable 


Ministry) of offsetting funds’ contained 


in 


Estimates already tabled to finance 


Supplementary Estimates proposals. 
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DATE Sept./70 


Relationship to Main Estimates Submission 


The Supplementary Estimates submission is to disclose 
approved changes in departmental expenditure plans for 
the year which require increases over those displayed in 
Estimates already tabled. It is not intended to he a 
complete updating of the Main Estimates submission in all 
respects. The two exceptions to the above are that 
Supplementary Estimates are to include revised 
expenditure forecasts of selected Statutory Items and 
information regarding new major capital projects. 


Timing 
The. timetable, calla  Supmission ‘date for any iset of 
Supplementary Estimates will be communicated to 


departments and agencies by letter from the Secretary of 
the Treasury Board. 


(® 
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DATE Sept./70 


GENERAL INSTRUCTIONS FOR SUPPLEMENTARY ESTIMATES 
SUBMISSIONS 


General 


Items included in Supplementary Estimates submissions are 
to have prior approval of the ‘Treasury Board. This 
approval is to be sought in the form of a prior specific 
submission to Treasury Board aS soon aS any requirement 
for a Supplementary Estimates item becomes known and the 
specific submission is to: 


(a) identify the program and the vote concerned and 
specify the amount requested; 


(b) explain why the internal departmental 
priorities cannot be rearranged within the 
appropriation affected in order to permit the 
new requirement to be met from already approved 
Estimates; 


(c) identify any appropriation within the Ministry 
concerned in which a lapse in expenditures is 
likely to occur or in which a reduction will be 
made in order to offset the supplementary 
requirement and indicate the new level of the 
appropriation so reduced - offsets will not be 
used to finance Loans, Investments and Advances 
items; 


(ad) identify the operations, projects, orants or 
contributions for which expenditures would be 
reduced because of the offset; and 


(e) include a draft of legislative additions to 
vote titles proposed for inclusion in 
Supplementary Estimates. 


The specific submission may also include where 
applicable, a request for a temporary allotment from the 
Treasury Board Contingencies Vote specifying the amount. 


The Supplementary Estimates submission is to identify, in 
the supporting material explaining the requirement, the 
relevant Treasury Board minute number for each item and 
confirm that the lapse in the vote concerned or _ the 
offset in another appropriation within the Ministry will 
take place. 


10. 
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ee 


Ee SE FE SS SE 


Supplementary Estimates are to reflect the 
program/activity structure most recently approved by 
Treasury Board. In most cases the structure will be thea 
appearing in the most recently tabled Main Estimates. 
Where a new program has been approved since the prior 
Main Estimates that program will appear in Supplementary 
Estimates in the structure approved for those Estimates 
and the full program display will appear in the next Main 
Estimates. 


Each set of Supplementary Estimates for a fiscal year is 
to be identified. alphabetically with the first set 
designated (A), the second (B) and so on. 


Revised Expenditure Forecast of Major Statutory Items 


Each set of Supplementary Estimates is to include revised 
expenditure forecasts for statutory items which amount to 
$1,000,000 “or smore in’ ‘the?’ Main’° Estimates but the 
revisions are only to be included in Supplementary 
Estimates when the change upwards or downwards is 10% or 
more of the previous forecast and also amounts to $1 
million or more. 


New Major Capital Projects 


New major capital projects not approved by Treasury Board 
in time for inclusion in the Main Estimates as well as 
those projects approved during the fiscal year are to be 
included in the first available set of Supplementary 
Estimates whether supplementary funds are heing reacuested 
Or SNOT. Thate tise GEONnew Oo progects fas stated in the 
previous sentence are financed, in whole or in part, by 
supplementary funds or by offsets or from within the same 
vote, they are to be listed. The purpose is to bring un 
to date the information supplied under comparable 
headings in Estimates already tabled. New major capital 
projects are ones with a total cost of $250,000 where 
there are proposed expenditures in the Current Year. 


Vote Structure and Standard Vote Wordings 


The vote structure and standard vote wordings to be used 
in Supplementary Estimates are those which are described 
and illustrated in Chapters 4 and 5 of this manual and 
which are used in the Main Estimates. Standard additions 
to vote wordings are to he made where necessary (e.q. 
where a Supplementary Estimate submission includes 
contributions in a vote which included only grants in the 


e 


Vee 


16 
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vote title in the Main Estimates, the words "and 
contributions" are to be added). 


In cases where a Supplementary Estimates submission 
requires the inclusion of a new standard vote or votes 
(e.g. - a new program appearing in Estimates for the 
first time) the standard vote structure and wordings are 
to be used. 


All Supplementary Estimates vote wordings are to be 
preceded by the program name. 


Non-Standard Additions to Standard Vote Title 


In cases where additional authority other than that 
existing in substantive legislation or in Estimates 
already tabled is sought, and where other legislative 
restrictions are to be imposed, the necessary wording is 
to come after the standard vote wording. 


It is not possible to list examples of all non-standard 
additions that could arise. However, the wording to 
provide authority for the transfer of funds from one 
appropriation to another within a Ministry is to take the 
following standard form in cases where the new 
requirement is reduced to $l. 


"To authorize the transfer of $xxx,xxx 
from Agriculture Vote xx, Appropriation 
Act No. xx, LYxx for the purposes of 
te VOL Ne. chohous s.aculeisiopetubaialsonecetienee 02 


In cases where there is a transfer of funds but the 
amount is not reduced to $1, the words "and to provide a 
further amount of..." are to be added to the above 
phrase. 


There will be instances in which non-standard additions 
to vote titles in Main Estimates will have no relevance 
to the Supplementary Estimates items appearing for’ the 
particular vote. In these instances the non-relevant 
words should be omitted from the vote titles in 
Supplementary Estimates. 


In some circumstances it may be inappropriate to add 
additional authorities to standard vote titles and in 
such cases the authorities will require separate votes. 
Cases of this kind will be dealt with as they arise. 


Date 


Zee 
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Miscellaneous 


The instructions for the presentation of multiple page 
schedules and the principles concerning Salary Increases 
and General Price Increases are to be found in Chapter 4 
of this Manual. 


Standard Forms 


Two standard forms are used in Supplementary Fstimates 
submissions. The first, Printer's Plate AA Supplementary 
Estimates, in English and French, serves. as a manuscript 
for the printing of Supplementary Estimates and is_ the 
basis of presentation to Parliament. Copies of these 
forms are available from No. 1 Supply Centre of the 
Department of Supply and Services (English-catalogue no. 
7540-21-859-4753; French - catalogue no. 7540-21-859- 
4754), 


The second standard form, TB320-51, is to be used for 
explanation of requirements and explanations of the 
source of available funds. Copies of this form suitable 
for reproduction in departments and agencies will he made 
available. 


Sequence in which Components are to be Submitted 
Supplementary Estimates submissions are to contain the 
following information by program in the sequence listed 
below: 


Printer's Plates AA in English and French 


Supporting Material in English or French consisting 
OL: 


(a) Explanations of requirements 


(b) Explanations of the source of available funds 
(where applicable) 


Manner of Submitting to Treasury Board 


Six copies of each submission are required by Treasury 
Board, one of whichis; to be signed by the Minister. The 
pages in the submission should be numbered in sequence 
but only the first page need he dated. 


26% 


276 
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PRINTER'S PLATE AA 
General Instructions 


Separate Printer's Plates for each program are to be 
submitted. Supplementary Estimates are to be prepared in 
both official languages and will, after printing, he 
bound in pamphlet form in a page for page presentation 
with English on the left and French on the right hand 
side, 


This. Printerts #Plate weieto display certain basic 
information which is a requirement for all Supplementary 
Estimate submissions and additional detail for 
submissions which: Tt 


(a) require an object of expenditures breakdown 
that cannot be shown in the basic information 
section, or 


(b) include plans for additional man-years or 
additions to year-end strength, or 


(c)" “anolide™ provision ror new major capital 
projects, or 


(d) include new grants or contributions or 
increases ton grantss or “contributions” that 
appear in Estimates already tabled. 


This plate contains only the pre-printed column headings 
necessary for a Supplementary Estimates submission of the 
kind that does not require additional detail. Where 
additional detail is necessary, the additional column 
headings are to he typed in by the department as 
required. In completing this Printer's Plate follow the 
applicable instruction set out in paragraph 37, Chanter 4 
of this Manual. Blank paper may be used for subsequent 
pages in a submission where there is no need for _ the 
standard pre-printed headings. These pages should also 
be marked as Printer's Plate "AA", 


Basic Information Instructions 
Basic information for each Supplementary Estimates item 
is to be presented in two sections. the first section is 


to contain the following information: 


(a) The number of the vote followed by a lower case 
letter “alor, b or “co <etc.) identifying ‘the 
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particular Supplementary Estimate. Any vote 
number appearing in Estimates for the firs c 
time is to be underlined. 


(niu theetubl standard, titie. of fhe vote or 
statutory item including any relevant non- 
standard additions to standard vote wordings. 


(c) A first money column to show the amount for the 
vote or statutory item included in Estimates 
already tabled. 


(d) A second money column to show the amount of the 
net supplementary requirement including the 
Increase or decrease to statutory items with 
decreases to statutory items shown in brackets. 


(a) .A third money column, to. show the total of 
amounts described and referred to in (c) and 


(d) above. 
@ 


Where two or more votes in a Program are being 
supplemented, a program total ‘of the net amount to be 
supplemented is to be shown and in cases where Loans, 
Investments and Advances votes are included, a sub total 
for Budgetary Expenditures is to be shown as well. 
Amounts in this section are to be shown to the nearest 


dollar. 


The second section is to show, by activitv, to the 
nearest dollar, the gross financial requirements as 
defined above as well as an entry deducting the total of 
any offset bringing the net total of the new requirement 
into agreement with the net requirement shown in the 
first section. Plans for increases in man-years over the 
levels included in Estimates already tabled are also to 
be shown by activity. 


ae 


Amounts for new budgetary requirements are to be coded to 
the appropriate object of expenditure. TC g.WisL.. spe 
possible to do this in this section only where the gross 
requirement for each activity can be coded to a single 
object of expenditure. Any amount offsetting the gross 


requirement is to be coded to object (13). Rie——-ooyect 
number is to be shown in brackets at the left hand side 
of the second money column. @ 
| 
An example “Or a 8nince: = Pilate — OL, <itew Type is 


illustrated on page. 7.03. 
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Additional Detail Instruction 


Additional detail is to be included in Printer's Plates 
under the circumstances and according to the instruction 
outlined below. 


(a) Objects of Expenditure 


Where a new requirement cannot he coded _ as 
described in paragraph 32, that is, when the 
gross amount for each activity cannot be coded 
to a single object of expenditure, a table 
showing the requirements by object of 
expenditure is to be included with any offset 
coded to object (13). The table is to show the 
amounts for each object grouped under’ the 
appropriate sub-vote, and a total agreeing with 
the new budgetary requirement. The amounts in 
this table are to be rounded to the nearest 
thousand dollars. 


(b) Manpower 


Where the Supplementary Fstimates submission 
contains plans for additional man-years or 
additions to vear-end strength, a table 
displaying these requirements hy category is to 
be shown. The figures in the two columns for 
strength and man-years are to be calculated in 
the same manner as for the Main Estimates 
submission and the man-year total is to aqree 
with that shown in the basic information 
section of the Printer's Plate, 


(c) New Major Capital Projects 


Where the Supplementary Estimates submission 
contains new capital projects, a table listing 
each project, by activity, is to “be “included, 
The table is to show the estimated total cost 
of the project and the amount expected to be 
spent during the fiscal vear. Future years' 
expenditures for the project need not be given 
as these will appear in the full "Major Canital 
Projects" table in the next Main Estimates. 
The Treasury Board minute number approving the 
project isto be included in this table. This 
reference will be deleted by Treasurv’ Board 
Sstaftt , before, (printing. The amounts in this 
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(d) 


DATE Sept./70 


table are to be rounded to the nearest thousand 
dollars. 


Grants and Contributions 


In those Supplementary Estimates submissions 
which contain new qrants or contributions, or 
increases to grants and contributions included 
in Estimates already tabled, each new item or 
increase is to be shown by activity. For new 
items, the wording is to be that approved in 
the relevant Treasury Board submission which 
authorized the item for inclusion in 
Supplementary Estimates. For increases wif) 
existing items, the wording is to be that 
displayed in Estimates already tabled. Amounts 
in this table are to be shown to the nearest 
dollar. Where funds have been allotted from 
the Treasury Board Contingencies Vote for new 
or increased grants, this fact is to be noted 
in brackets after the title of the item using 
the words illustrated in the example. 


An example of a Printer's Plate including samples of all 


types of additional detail is illustrated on pages 


TROD ECO) 209. 


@ 
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SUPPORTING MATERIAL (Examples page 7.11 to 7.12) 


For each program, supporting material is to he’ submitted 
explaining the requirement. There are to be explanations 
| for both voted and statutory items; statutory decreases 
| are also to be explained. In addition, details and 
| explanations of offsets are to be shown. The sunnortina 
material for each program should start on a new paqde,. 


Clear and concise explanations are to be aiven hy 
activity and the relevant Treasury Board minute number 
which gave approval of the item for inclusion in 
Supplementary Estimates Submissions should he auoted, 


Explanations for offsets are to be given which identify 
the expenditures for operations, projects, grants or 
contributions that are to be reduced. Where the source 
of the offset is outside the vote being supplemented, it 
is to be identified by program, vote number and title. 
In caseS where offsets do not bring the requirement down 
to $1, the explanation should indicate that the 
offsetting amount is the same or greater than that 
promised in the specific Treasury Board submission 
authorizing the item for inclusion in Supplementary 
Estimates. Manpower increases in a program may be 
justified by reductions in departmental priorities in 
another program. In such cases the department may wish 
to draw attention to the reduction in the explanation. 
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SUPPLEMENTARY ESTIMATES SUBMISSIONS 
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Page No. 
PRINTER'S PLATES TEROS: 
Printers) Plate AAs RoC. Maps 7203 
Printer's Plate AA - Agriculture Sis: 
SUPPORTING MATERIAL bg sb 
Supporting Material - R.C.M.P. not illustrated 
Supporting Material - Agriculture Bed 


SUPPLEMENTARY ESTIMATES (A) 19xx-xx SOLICITOR GENERAL PAGE 7.03 


PRINTER'S 
DATE Sept ° TREY PLATE A A 


C - Royal Canadian Mounted Police - Law Enforcement Program 


his" | Previous ieee | - =a 
Years A vay __ Estimates — ; Estimate aes TO 
$ $ $ 
Statutory - Pensions and 
Other, bene tie Gi. ccs aces pemeres Ais hr Ay UALS (ENG) 2,600,000 20,850,000 


Vote 20a-Law Enforcement - | 
SaRaAL Mae. Sees ae ese - f Example of submission Na 
ae : 
teane fore a coonaae asic Information SH 
from Solicitor General 
Vote 5, Appropriation 
Act Nowses pb l9sxaeor the 
PUspOSeS .OfMENTSAVete. .. 6 6550 66,108,000 uF 66,108,001 


os 


Total Budgetary 
ExXpenditunesie. . s. << sie atanet eke si salbtrel take Vode 2,000,001 


Activity to be 


Supplemented 
Pensions and Other 
BENGPECS its .. c ete + a nite sus eters e sieye PO, 200770007 (hb) 276005000 20% 650 -000 


AGMmInNaS CL a eLOMNs oss 2.6 6 sarees eos. ons 22,095,000) (4) 700,000 23%37977000 


Gross Program 
DUPOLEMENTC. «oss 6s Sie a) 6 sales Mebobe ceteds les Sos 3,300,000 
Less:Funds available in 
Solicitor General 
Vote 5 of the Main 
Bstimatres “lOxxX xx foes o 6 esie Bee Seater cee ats eeeuenere CCS) 699,999 


Total Budgetary 
Expenditures.......s-. Ak s Sern on Oooo 2,000 ,00L 


TB 320-50E 
7540-21-859 4753 
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PRINTER’S 
DATE Sept./70 PLATE AA 


Ss A - Department - Production and Marketing Program. PLD 


Fiaoned Previous This Supplementary. Total 
Years | _ __ Estimates — ty Estimate ta 7 
$ $ $ 
Vote 10a-Production and 
Marketi - i me eae a os 
sedis Fxample of submission reauirina 
: ally four \dditi i 
Eo c ee Rene ne rar: fe) types of Additional Detail 


of $170,000 “from einformet sole! 5 ban dna US he 


Agriculture Vote 40, 
Appropriation Act No. xx, 
19xx for the purposes 


COEF CCHhLIDCVOCO HIV IAL Od cows ane 19,786,000 1 19 786S00L 
Vote 15a-Production and 
Marketing - The grants Lak 
listed in the Estimates eae as E 02 
and icontributions (= To 302 
authorize the transfer e 
son aig 


of $109,000 from ape 
Agriculture Vote l, kos 
S105, 000Virom 


Agriculture Vote 25, and 
$878,999 from 

os) Agriculture Vote 40, 
Appropriation Act No. xx, 
19xx for the purposes of 
this Vote and to provide 


a further amount of 
Dio TOO (pes Me ERIS PAE, ce is oon ate 32), 7 2o.poe0 811,000 1334%586;,000 


Total Budgetary 
ExXBENG PEULCS «5 asses wie ss esis Sretate eee shate ets BLL, 001 


Loans, Investments 
and Advances 


Vote Ll6a-To increase from 
5200 ,000 £6, 52507,000 the 
amount that may be 
outstanding at any time 
against the Race Track 
Supervision Revolving 
Fund authorized by 
Vote Llib, Appropriation 
AGCANOwE Ny, Lexis eAn 
additional amount of 
$50', 000, equ eed 7ccajs 5. che oi sya io wale sists. ose ape atuhie 50,000 


PotaL PROG iran. . sic ets Palaier ete taie:s ates sie alee sueie 861,001 


TB 320-50E . 
7540-21-859-4753 
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DATE Sept./70 PRINTER'S 
PLATE 


A - Department - Production and Marketing Program 


mie | Previous aia urrica | oo 
Years _ Betis ESL eek ea ee oa 
$ $ $ 
Activity to be 
Supplemented 
Farm Income “Maintenance... «.,.. . L7230'7000 7 OO OOD 2,9307000 
PLOGUCTION Ss coves stcisis eater 18 7,099,000 218,000 FS RAINS, 
Agriculture Pest and 
DiS CASS“ CONULO UW teste tt ats wets Ly To, 000 350,000 2,141,000 
Race* Track Supervision... «+ ews sPei'es sha tee we beet olate 50,000 50,000 
Gross Program 
Supplement..... 55 bee 6 515 static Js ecetsyeret stevens 2750 7,000 


Less:Funds available in 
Agriculture Votes b7 25, 
and 40 ($1,262,999) and 
within this program 
($194,000) of the Main 


AA 


HWeCIMa tes LO es Nor co ctsgs syere ens y) c cue acne ey ste cebe ere cle 1,456,999 
eta, “EM OC Olly ys. 5 conse fate site eae seo folate et scer 861,001 
Thais 
Supplementary 
OBJECTS OF EXPENDITURE Estimate 
$'000's 


OPERATING EXPENDITURES 
Sa Lar LES ANU ON AUS 5 sac sus clots! era eVonane ens shore ter tpaisne ar cae ateconat a” sre nae oie) 6) (2) 150 


CAPITAL EXPENDITURES 
Construction and Acquisition of Land, Buildings and 


Io gbGijorio: diegyhiry es oy AiO LG Gea CS mise, Otic Gh nciiice uciMeneset (8) 350 
GRANTS, CONTRIBUTIONS AND OTHER TRANSFER PAYMENTS.........-. (10) 2768 
2,268 
LESS: FUNDS AVAILABLE... 2. cece cece cece cece cece Pena e! we lohan store aires (13) 2457 
TOPTAMeSUDCHIORY, Mol EMA TES tert, -ertir ehe ee orci s «aca ate. 811 
Planned Planned 
Totak Continuing 
MANPOWER Man- Employees 
Years on March 31, 19xx 
Uievelg tamer: Wr Petr) can er rarer ee Teer et See Neer aera are 10 16 
oy Administrative Support... . ESAs ETE MERCER RORE PU OR ee a 8 ae 
MEG EE Were taunt oe Toe nes eee ele stn ei ere a eke, ore el 106) e ae ees 18 28 
1B 320-50E ; 


7540-21-859 4753 
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PRINTER'S PLATE AA 


oy A - Department - Production and Marketing Program 


Estimated 
NEW MAJOR CAPITAL PROJECTS Estimated Expenditure 
Total Cost 19xx=xx 
$'000's $'000's 
AGRICULTURE PEST AND DISEASE CONTROL 
Decontamination and Inspection Station, 
Port aux Basques, Newfoundland 
CT 5 Ml 2345.67 eas tm a heat «ie Matas URS PN ey 350 DOU 
This 
GRANTS AND CONTRIBUTIONS Supplementary 
iene Estimate 
Grants $ 
FARM INCOME MAINTENANCE 
Compensation, in accordance with term nd conditions 
prescribed by the Minister of Agriculture, to 
eligible sugar producers in Ontario on the basis 
& Of $60.00 for,each* acre planted Gi Osea. tr cic stn se ts 500,000 
PRODUCTION 
4-H Clubs organized in co-operation with the Canadian 
COUNCIALOL 4-H CEUDS <6 einie y io ete piareie te ener etete ls «et ekeyeietate-s 66,000 
Canadian Council on 4-H Clubs (Funds for this purpose 
have been allocated from the Treasury Board 
Contingencies Vote)...... Sivas 0 Wikelee susie te te Bak = ite Sc Veet etethciion oa Kehoe APTN NG) 
68,000 


Contributions 
FARM INCOME MAINTENANCE 


Contribution to Quebec, in accordance with Terms and 
conditions prescribed by the Minister of Agriculture, 
of fifty per cent of the administrative expenses 
incurred by Quebec and an amount equal to twenty-five 
per cent of the premiums paid under an experimental 
crop insurance program during the period from July x, 19xx 
tO Mare Sip OCS eters Stel eiewies ore ck eders ts 5 cumtate esi aie shee es sie ese sth.s:¢ 17 200°5,000 


) 174687000 
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Production and Marketing 


EXPLANATION OF REQUIREMENTS 
Farm Income Maintenance 


To provide compensation of $500,000, in the form of grants, to 
Ontario sugar beet producers as a result of the closing of the 
one sugar beet refinery at Chatham. An assistance program was 
considered necessary to enable Ontario farmers to change their 
production patterns. Assistance will be given at a rate of 
$60.00 an acre for some 16,600 acres which had been planted 

a ots MES ieee 


To provide compensation of $1,200,000, in the form of 
contributions, in addition to the amounts provided in the Main 
Estimates, to the Province of Quebec to meet fifty-percent 

of the administrative expenses and twenty-five percent of 

the premiums paid under an experimental crop insurance 
program, participation in the program having been more 
enthusiastic than contemplated when provision was made 

in Main Estimates. 


Production 


To provide $150,000 for the financing of 18 man-years required 
for additional demands made on the livestock registration 
operation. It is anticipated that this will be a continuing 
requirement and was under-estimated in the Main Estimates. 


To provide a grant of $66,000 to 4-H Clubs organized in 
co-operation with the Canadian Council of 4-H Clubs. By 
arrangement with the Provinces the Federal Government contributes 
under the first of these two grants 50% of the expenditures on 
four eligible 4-H Club activities. The increase in this first 
item is required as a result of increased participation by the 
Clubs in provincial competitions and in leadership training as 
well as unanticipated expenditures on special Centennial projects 
undertaken in 19xx-xx and claimed in 19xx-xx. 


To provide a grant of $2,000 to the Canadian Council on 4-H 
Clubs as the Federal Government's 50% share of the contributions 
to this Council, the other half being borne by the Provinces. 
Our contribution has been re-assessed with the result that 
$23,000 should be provided for this purpose instead of $21,000. 
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PROGRAM 
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Agriculture Disease and Pest Control 


To provide for the construction of a decontamination and 
inspection station at Port aux Basques, Newfoundland. It was 
not intended to begin this project until next year but the work 
load due to the increased decontamination.levels of agricultural 
products imported into Newfoundland has rendered the existing 
facility obsolete. The project,.is;).expected to, be completed an 


this 


fiscal year and no expenditures will be incurred in 


subsequent years. 


Race Track Supervision 


To authorize an increase of $50,000 to the limit that may be 
outstanding against the Revolving Fund, which finances the 
operation. of, this activity y,.due, to. ayslowen; than, anticapated 


rate 


Vote 25 


Vote 40 


TB 320-51 


of flow of funds from the pari-mutual levies. 


DETAILS OF OFFSETS 


($109,000) - Administration - Program Expenditures - 
inability. to,recruit,gualified.staftfivingthe® accounting 
field. 


($194,000) - Production and Marketing - Grants and 
Contributions - decrease in the payment of funds provided 
for a program of agricultural adjustment. 


($105,000) - Board of Grain Commissioners - Program 
Expenditures - $50,000 due to reduced activity in Canadian 
Government grain elevators and $45,000 as a result of a 
reduction in the planned acquisition of equipment for 

the same elevators. A reduction of 18 man-years has been 
made in this program to offset the new man-year requirement. 


($1,047,999) - Canadian Livestock Feed Board - Grants and 
Contributions - as a result of larger than anticipated feed 


grain crops in Eastern Canada which reduces the need to 
subsidize the movement of Western feed grains to Eastern 


Canada. 


C8, 
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